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Financial and Controlling

General Ledger

Overview

GL Accounts: In SAP the RAMCAS 3-digit account numbers have been changed to 6-digit
SAP account numbers. For example Program Revenue, account 501 in RAMCAS becomes
501000 for MWR program revenue and 501001 for VQ program revenue. This was designed
so that during the transition from RAMCAS to SAP we could still associate with the
RAMCAS account numbers while enjoying the use of an expanded chart of accounts.

Cost Center: A cost center in SAP is equivalent to a combination of RAMCAS activity and
department. It is the lowest level at which a Profit and Loss statement (P & L) is available.
In RAMCAS activity 01, department 01 is All Hands Food Resale. In your RAMCAS
financial statements you get the sum of the business from all of the All Hands Food Resale
rolled into one total. In SAP you can distinguish between the different operations. If a
company code has three All Hands Clubs with food operations, it would have three different
cost centers for All Hands Food Resale. In turn a profit and loss statement could be created
for the three distinct clubs.

Site: A “site” in SAP generally refers to a physical location (building) or facility that is
responsible for procuring/requisitioning, receiving and keeping track of inventoried and non-
inventoried supplies (and services).

Site vs Cost Center: Confusion between the terms site and cost center partly arises because,
historically, RAMCAS Activities often represent “general” facilities located on a base (e.g.
01 All Hands Club, 16 Recreation Center, 55 ITT Program, etc.). So, in a way, sites and cost
centers appear to represent similar things. However, their purpose within SAP is very
different. It is also important to note that every cost center and every site in every fund is
unique. For example site 1056 only refers to the Bowling Center at Oceana, not just any
Bowling Center. Cost center 001822 is a “cost collector” for program revenue and expenses
for Dam Neck Auto Skills facility only.

As mentioned above, a site generally represents a physical location. There are exceptions,
due mainly to user authorization issues or when a multi-use building is involved. In the case
of a multi-use facility, there are generally two methods for determining when there is only
one site or many sites. When a multi-use building is organized so supplies/services are
procured and inventories are managed centrally for the whole building, then only one site is
created. When a multi-use building is organized so that individual activities within the
building are responsible for their own procurement and inventory management, then a site is
created for each activity.

A cost center is an object (aka “bucket”) that is used to collect and report revenue and
expenses. It is the lowest level that a profit and loss report can be run. To run runs at higher
levels within the organization you use the cost center groups. Within any activity or site,
there will be at least one cost center (G&A). Most often there are many more cost centers,
such a Program, Resale, Food, Other Food & Beverage, etc., that require a profit and loss
(P&L) statement to report operating results.
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Validations: The same GL account validations that exist in RAMCAS are in existence in
SAP. Certain GL accounts can only be posted to by certain types of cost centers, for
example, Resale GL Accounts cannot post to Program Cost Centers. The validations exist to
support the business policies in the MWR and VQ programs. When posting GL documents
in SAP, ie. GJVs, DARs & AJVs, an error message will appear if the wrong cost centers and
GL accounts are used.

General ledger account 3071000 cannot be posted to
cozt center 1885

o ok Help
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@ Manual General Ledger Postings

Manual G/L Postings in standard SAP can be used to manage any transactions that require
recording, correction and/or reversal. The supporting document is to be received by
MWR/VQ Accounting area with the usual approvals attached. The responsible clerk has two
choices:

1. Create the G/L manual posting and make the direct posting
or
2. Park the document (save the incomplete document temporarily) and then
post that document later. Parked document information is included under

helpful hints.

Document types are used to “classify the various kinds of transactions” (general journals,
accruals, reversals, DARs, etc).

Document Type Transaction Posted By
SA General Journal Voucher Field, HQ
SB Accrual Journal Voucher Field, HQ
SC Accrual Reversal Field, HQ
SD Dar Journal Field
SE HQ General JV HQ
SG Recurring Journal Field, HQ
SI Inventory Journal Field
SR Standard Reversal Field, HQ
IC Mellon Credit Card File HQ
1P Payroll Interface HQ
AF Depreciation Posting HQ
EA Allocations HQ

Transactions Requiring Manual Entry

Providing that the supporting documentation is complete and properly
approved, the General Ledger Clerk can begin the process of entering and
posting a manual G/L posting.
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There are 3 types of Manual G/L Postings

GJVs (General Journal Vouchers)
DARs (Daily Activity Records) —

miscellaneous receipts (not customer receipts)
AJVs (Accrual Journal Vouchers) — These are
different than GJVs and DARs and have
merited their own section in this book.

Accounting Activities at the local base level control the entry of GJVs, DARs,
and AJVs.
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z Entering General Journal Vouchers (GJVs)

Menu Path: ACCOUNTING -> FINANCIAL ACCOUNTING - GENERAL
LEDGER - DOCUMENT ENTRY - G/L ACCOUNT POSTING

Transaction code: F-02

Screen: Enter G/L Account Posting - Header Data (0100)

g 0B Ie@@ CHE fDo0 AR @M
Enter G/L Account Posting: Header Data

| Held document ‘ | Act assgnmt model... || GiL itern fast entry ‘ | Postwith reference |

014172003
01417/ 2003

RECLASS COST CTR

Firstline itern
Pstiky 40 Account 581000 [@6L  Transiime

- bfeMmaon b

To enter a GJV, follow these steps:

Field Description/Usage

Document The creation date of the document, with the format MM/DD/YYY'Y.

Date

Doc. Type Enter the document type = SA for GJVs.

Company Enter the 4-digit company code for the fund with which you are

Code working.

Posting Date | The date that SAP system posts the created transactions. The format
is MM/DD/YYYY.

Period The fiscal period, ranges from 1 to 12, with 13 as the special period
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for year-end adjustment. The period is automatically derived from
the posting date, if there is no input in this field.

Reference For GJVs the reference should be something that will help identify
the transactions (i.e. Mess Req, Reclassify)

Document The entered text is to be applied to the document as a whole, not only
Header Text | on certain line item.

Click on G/L Item Fast Entry Button. G fterm fast entry

Using G/L Fast Entry Screen
Screen: Enter G/L Account Document - Create G/L Account Item (0300)

g  3iH eee LWk snos B QB

Enter General JV: Add G/L account items

| Actassanimt model.. | GIL item fast entry || Tax amounts |

1094

GIL account iterms
PK CoCd Accoun Amount Site Costec  Order Assignment

@

Other line items
Pstiy Account Sp.GIL Trans.type Mew co.code

N ) [ YA
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Field Description/Usage

Posting Key Enter posting key: 40 = Debit and 50 = Credit.

Account Enter the relevant G/L account.

Amount Enter the appropriate amount for the transaction in the specific

G/L account.

Site Enter the site number if necessary
Cost Center Enter the appropriate cost center
Assignment May be left blank. Can also be used to indicate something that

you want to see in the header text (i.e. Month End Process, etc.).
For accounts that need to be cleared (110000, 101060, the 160
series and the 200 series other than 201000 and 206000 which
automatically clear) there needs to be something in the assignment
field that will help clear the line items.

Text Enter the required text for the line item.

All the remaining fields are optional and can be omitted in this process.

Click on the Overview Button Py

If the document is correct and balances (the debits equal the credits), post the document.

]
Menu Path: Document = Post or Click on SAVE Button =l or press F11 to post
document. Finally, write down the document number.

8 General Ledger




Financial and Controlling

z Daily Activity Records (DAR’s)

Overview

The Manual DAR process in SAP contains steps to be completed by several employees,
including:

Activity Cashier

Activity Manager

Central Cashier

DAR Accounting Technician

* & o o

J

/ NOTE: All forms discussed in this procedure are located in the Appendix

Activity Cashier:

A DAR is completed for each register and/or cost center as a record of the daily receipts.
The cashier will complete Section I of the DAR form and prepare the locked moneybag with
the white copy of the DAR form included, to pass to the central cashier. If there are vendors
involved in the daily receipts (e.g., ITT sold consignment tickets for Disney) that vendor’s
sales information is forwarded to the accounting office. If there are customers’ business in
the daily receipts, (i.e. Marina slip rental prepaid, membership dues, and catering private
party contracts) the cashier has to complete a customer information form and forward that
information to accounting with the DAR.

1. Complete Sections I of the Daily Activity Record (DAR). Include bag number at the top
of the form. Sign the form and place in the deposit bag with all the day’s deposits.

2. Complete forms for deposits that involve customers and attach to the second copy of the
DAR.

3. Attach all information that pertains to sales that involve vendor payments to the second
copy of the DAR.

4. Forward this information to the Activity Manager for signature and additional
information.

Activity Manager:
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The Activity Manager is responsible for completing Section II of the second copy of the
DAR. Verity all information to be complete and correct.

e Complete Section II of the second copy of the DAR.
e Attach all information that pertains to customer and vendor items.
e Sign the DAR and send all the information to the accounting office.

Central Cashier:

The central cashier will complete Section III and verify Section I of the DAR. The central
cashier receives the deposit bags and logs them into a receipt log to make sure all bags have
been accounted for. All the receipts are counted by bag and the central cashier completes
Section III on the enclosed DAR by bag.

1. Verify all receipts by locked moneybag.

. Complete Section III of the DAR form enclosed in the bag.

3. Record the deposit slip number on the bottom of each DAR form. If the bank does not
supply pre-numbered deposit slips, then create a sequential numbering system and write
the number on the deposit slip and on all Activity DAR copies. (for all DAR’s that make
up the total DAR)

4. Notate discrepancies in monies counted by striking through the Activity Cashiers

amounts in Section I and indicate the actual amount counted and verified. Initial each

change.

Sum all the daily receipts and complete deposit slip.

6. Prepare the accounting entry to record the days total deposits (See Cash Cage Deposit
Form) and attach to those days DAR’s along with a copy of the deposit slip.

7. Forward all completed DAR’s to the DAR accounting clerk.

9]

DAR Accounting Technician:

The accounting clerk receives the top copy DAR from the central cashier and matches the top
copy to the second copy signed and completed by the Activity Manager. The accounting
clerk completes the breakdown of revenue in Section IV and records all transactions to SAP.

1. Match all copies of the DAR.

2. Record the total deposit that was recorded on the Cash Cage Deposit form that was
completed by the central cashier.

3. Prepare the breakdown of revenue on the SAP DAR fast entry form. Cash will be

recorded to the DAR clearing account 101060. Always record over and short amounts to

the Company codes G/A.

Enter the cash cage portion of the DAR into SAP.

Enter the detailed portion of the DAR into SAP.

Clear the DAR Clearing Account.

Clear the Credit Card Clearing Account.

Nowe
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z Entering DAR information into SAP
STEP 1 - STANDARD CASH CAGE : Record the cash cage deposit amount

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
>DOCUMENT ENTRY > GL ACCOUNT POSTING

Transaction Code: F-02

g| 00 2B e@e SHE Hnad BE Qm

Enter G/L Account Posling: Header Data

| Held docurnent || Act assanmt model... || GIL item fast entry || Fostwith reference

_B1."1Tr’2953 Eﬂ -1994
_81."17#’29@3 I.

MME 11703

Pstky 40 Account 181871 GIL Trans.type

Enter details of the data:

Document date: Appropriate date for the days business
Posting date: Appropriate date for the days business
Document type: SD for DAR

Company code: SAP company code
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Reference: The base abbreviation plus the business date
(VERY IMPORTANT: This same
reference number will be used in the
reference field in step 2 also. MAKE
SURE THE NUMBER IS ENTERED
CORRECTLY IN BOTH STEPS.)
Posting key (PK): 40 (debit)

GL Account: Enter the Account Number for the Local
Depository Account (LDA). When only one
LDA exists for a Company Code, the GL
account will be 101071.

gl = aiB @@ LHE GCon AR @B
Enter DAR journai: Add G/L account item

|J More data ||Acl assgnmt model.. || Gil item fastemnrHTax amount5|

_1 o171

ltern 1§ Dehit entry 7 40
Amount 289.75

[ Calculate tax
Walue date 01/18/2003

Assignment
Text

MNext line item
Pstky 50 101060 Mew co.code

- blemmao [

Field Description/Usage

Amount: enter the amount recorded by the central
cashier on the bank deposit slip

Value Date: The date of the deposit slip

Posting key (PK): 50 (Credit)

GLAccount: 101060 (POS/DAR Clearing account)

Note: There will be several credit entries to the 101060 account that offset each debit
entry to the 101071.
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Click the Green Check Mark @ | or hit enter to continue to next screen.

(el (3 1 %0 0 A% &3 | (] (&) ) ()
Enter DAR journal: Add G/L account item
=5 More data ||Acl assghmt model.. || Gil item fastemrvHTax amounts|

_101959

Itern 2 § Credit entry £ 50
Amount 289.75]

Walue date
Assignment
Text

Mext line itern
Account Mew co.code

bl oat (1 o0y P mwrsapl | OVR
S

Enter the following data:

Amount: Amount (per site) recorded by the central
cashier on the DAR
Site: The appropriate site number

Press the Document Overview icon Hto view the details. The following screen appears

g, 2 iB e@e il nnoan A @

Enter DAR journal: Dispiay Overview

Display currency || Park document || Actassonmtmodel.. | GIL e fastentry| | Taxes |

_81 £17 42003 Eﬂ

_B1."1TF’2993 I.
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Post the Document by clicking the Save/Post icon.

Record the SAP document number on the DAR documents.
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z Entering DAR information into SAP
STEP 1 -CASH CAGE WITH SHARED BANK ACCOUNT :

Record the cash cage deposit using an Intercompany posting

When VQ and MWR share a bank account, an intercompany journal must be made in order
to properly credit the bank account in the correct company code.

Example: VQ must deposit into the MWR bank account. The journal will be as follows:
Credit 101060 (VQ company code) 50.00
Debit 101071 (MWR company code) 50.00

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
>DOCUMENT ENTRY > GL ACCOUNT POSTING

Transaction Code: F-02

g 2 215 Q0@ Chk chis AR O

Enter G/I. Account Posting: Header Data

| Held dacurnent ‘ | Actassgnmt model H GIL itemn fast entry H Paost with reference |

_BHWJZUBE Eﬂ -8994
_91 HMTizoel :.

MNE 011703

Pathy EB\coum 101060 Sp.GIL Trans.type
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Enter details of the data:

Field Description/Usage

Document date: Appropriate date for the days business
Posting date: Appropriate date for the days business
Document type: SD for DAR

Company code: SAP company code

Reference: The base abbreviation plus the business date

(VERY IMPORTANT: This same
reference number will be used in the
reference field in step 2 also. MAKE
SURE THE NUMBER IS ENTERED
CORRECTLY IN BOTH STEPS.)

Posting key (PK): 50 (Credit)

GLAccount: 101060 (POS/DAR Clearing account)

Hit enter or the Green Check Mark to move to the next screen:

] |< O @@ Sk anos BE @m
Enter DAR journal: Add G/L account item
|2 @B @ | = moredata || Actassgnmtmodel... | GIL item fast entry || Tax amourts |

_191088
-8994

ftern 11 Credit entry f 50
Amaount

] calculate tax
Site
alue date

is;lgnmem BE SURE TO
i — ENTER THE

Mext line iterm NEW COMPANY
Pstiy 48 Account 181071 Mew co.code 1094 [a)
CODE HERE

QA1 (1) (100 b2
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Enter the following data:

Field Description/Usage

Amount: enter the amount recorded by the central
cashier on the bank deposit slip

Value Date: The date of the deposit slip

Posting key (PK): 40 (debit)

GL Account: Enter the Account Number for the Local

Depository Account (LDA). When only one
LDA exists for a Company Code, the GL
account will be 101071.

New Co Code Enter the new company code

Hit enter or Green Check Mark to move to the next screen:

g 0 ad@ @@ LR ansa DE @

Enter DAR journai: Add G/L account ftem

] |ﬁ Maore data ||Actassgnmtmudel.. || GIL item fasteMryHTax amounts |

_1 o1o71

Itern 2 1 Dehit entry i 40

Armount 289.75 uso
“alue date D1MS.’2BBS@
Agsignment

Text

Mext line item

Account Mew co.code

[l aat ¢y PE mwrsapl | OVR
—

Enter the following data:

Field Description/Usage
Amount: Amount (per site) recorded by the central
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cashier on the DAR
Site: The appropriate site number

It is very important when performing intercompany transactions, to go to the menu path:
DOCUMENT > SIMULATE. The resulting screen, shown below, gives the user all the
details of these intercompany transactions.

The following screen appears:

G| 00 1aHQ@e LHE ot R @
Enter DAR journal: Display Overview

8094 Y0 COMMNAYREG, NE
1094 MWR COMMWAWREG, NE

terns in document currency

Itm PE  CoCd Account Description Cogthr Order Amount

oo1 58 8094 1681060 POS/DAR CLEARING AC 289.75-
ooz 48 1094 181677 LOCAL DEPOSITORY 289.75
0o2 48 8004 181005 INTER-COMPRNY CASH 289.75
oo4 58 1094 181005 INTER-COMPRNY CASH 289.75-

D 679.50 4 Line tems

Other line iterm
Pty [Seount Sp.GIL Trans tyne Mew co.code

[ | oAt () gom P2 mwrsapl | OVR
=

Two documents will be created through posting of this transaction. One document for the
initiating company code (the VQ company code in our example) and one document for the
receiving company code (the MWR company code in our example). The offsetting entry for
each transaction is INTERCOMPANY CASH (101005). Be sure to record both document
numbers.
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account 101005 at certain times during the accounting period.

WARNING: Be aware that using intercompany transactions can lead to misleading
results when querying the amount in the GL account 101005. This type of journal posted
across company codes that do NOT involve Company Code 7900 — Inter-company and do
NOT represent cash transactions will affect the meaning and validation of any amount in

Post the Document by clicking the Save/Post icon.

The following screen appears:

Fosted documents

iCross-co. code no. 1308001 344809463

CoCd [oc. no. Year
2094 13000681344 | 2003
1094 1300006925 | 2003

% Continue

Record the SAP document number on the DAR documents and Click the Green Check Mark

to continue. u
% Continue

General Ledger 19
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STEP 2: Record the detailed DAR information

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
>DOCUMENT ENTRY > GL ACCOUNT POSTING

Transaction Code: F-02

g 0 0iH Q@@ cHE atoHs HE @

Enter G/L Account Posting: Header Data

Held document || Act assgnmt madel... | GIL itern fastentry || Postwith reference |

_B1J‘1T."2DB3 Eﬁ

Firstline iterm

Patky 40 Account 101060 Sp.GiL Trans.type

- Lo b

Enter DAR details:

Field Description/Usage

Document date: Use appropriate date for the day’s business

Posting date: Use appropriate date for the days business

Document type: SD

Company code: Use SAP company code

Reference: The base abbreviation plus the business date
(VERY IMPORTANT: This reference
number is the same number that was used
in Step 1. MAKE SURE THE NUMBER
IS ENTERED CORRECTLY IN BOTH
STEPS.)

Posting key (PK): 40 (debit)

GL Account: Appropriate account for entry (cash will be
recorded to 101060)
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Hit Enter or the Green Check Mark @ | to continue to next screen:

g = iBieee SEi a0os PR QE
Enter DAR journal: Add G/L account item
|1 | wB? More data | Actassgnmt model...|| GIL ftarm fastentry | Taxamounts |

[] Calculate tax
Site

Walue date

Assighment

Text

P stk Enum Mew co.code

Amount: Appropriate amount for this line item
Site: Appropriate Site for this line item

To enter rest of DAR, go to G/L fast entry screen.

Click on GL item fast entry screen > settings > entry template, select
variant Z0001 (AIMS one-line fast entry screen).
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The following screen appears:

|  /aB e@e CHE DL BR @
Enter DAR journal: Add G/L account items
2 & actassgnmtmodel... | GIL tem fast entry| | Tax amounts |

-1894
GiL account items
PE CoCd Accoun Amount Site Costc  Order Assignment
Other line items
Pstky Account Sp.GIL Trans type Mew co code

Bl aat (oo M2 mwrsapl | OVR
—

/ NOTE: Do NOT use the Return/Enter key while in the fast entry screen. Use the TAB
key to move from cell to cell.

Enter data for each line item:

Field Description/Usage

Posting key (PK): 50 (credit)

GL Account: Appropriate account for entry

Amount: Appropriate amount for this line item

Cost Center Appropriate cost center for the line item (if
necessary)

Continue with the next line item. Posting key may alternate according to the entry being
made. Continue posting debits and credits until DAR is recorded.

If you run out of room entering all of your line items simply click _ again.
You will get a blank fast entry screen and you just continue entering the rest of the line items.
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Save the document and record the SAP document number on the DAR.

REPEAT STEP 2 FOR RECORDING ALL ACTIVITIES’ DAR INFORMATION FOR
THE DAY’S DEPOSIT.

STEP 3: Clear the POS/DAR Clearing Account (101060).

STEP 4: Clear the Credit Card Clearing Account (110000).

Note: See the Clearing section of the handbook for step-by-step instructions on clearing
these accounts.
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z Posting to Customers on DARS

It is common for customer transactions to come in with a DAR. If this happens you can post
to them on the regular DAR document type SD.

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
>DOCUMENT ENTRY > GL ACCOUNT POSTING

Transaction Code: F-02

| 00000 wdH e@e i nnos HE @m
Enter G/L Account Posting: Header Data

‘ Held document | | Actassgnmt model || GIL itemn fast entry || Fostwith reference |
Documertdate  01/17/2003 | Type 5D
Posting date | 01/17/2003 | Periad 4 |

ShG 0117083

Firstline itern

Pstily 48 Account Sp.GIiL Trans.type

B @t (13 o0y PEl) mwrsapt

Enter the following data:

Field Description/Usage

Document date: Appropriate date for the days business
Posting date: Appropriate date for the days business
Document type: SD for DAR

Company code: SAP company code

Reference: The base abbreviation plus the business date

(VERY IMPORTANT: This same reference
number will be used in the reference field in
step 2 also. MAKE SURE THE NUMBER IS
ENTERED CORRECTLY IN BOTH
STEPS.)

After line items related to customers are entered, click on G/L Item Fast Entry Button
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Document  Edit Goto  Extras  Settings  Enwvironment  Systern Help

[ A B @@ S HEIOE o0 EAE @

Enter DAR journal: Add G/L account items

A2 [ Actassgnmtmodel. | GILitern fastentry  Tax amaunts

Company code 1197 WWR COMMAYRES, SW (METRO) [] Calculate tax
GIL account items

FE CoCd Accoun Amount Site  Costc  Order Assignment Text
40 101060 289.75

50 501000 200,00 2586

50 3o 179,60 2719

Other line items
Pstky B1 Account 3000941 @.GJL Trans.type Mew co.code

ks

| D [ty ooy P mwrsapt | OVR

Enter the following data:

Pst Key: 50 =CR or 40=DR

Account: General ledger account to receive revenue
Amount: Amount to be recorded against that account
Cost Center: Cost center to receive revenue

Order: This is completed if the revenue is to be

charged to an internal order in addition to a
cost center.

Text: Enter the required information according to the
table on the previous page
Company Code: Enter appropriate company code

Continue until all GL line items have been entered

ALL CUSTOMER RELATED LINE ITEMS MUST BE ENTERED IN THE SINGLE
LINE ENTRY. DO NOT USE THE GL FAST ENTRY SCREEN! (Look in an AR
manual to find out more information about posting to customers)

For example, if the customer transaction was an invoice and it was a debit the following
information should be entered in the fields at the bottom of the opening screen:
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Pst Key: 01 = (Debit Customer — Invoice)
Account: Enter Customer Number.

For other customer transactions such as Special GL Indicator postings, or incoming
payments, please refer to the Accounts Receivables manual.

Use the drop down arrow to in the search L=l to find Customer Number, if necessary.

@

Press the Enter key or click the green checkmark icon to continue

g|  23/dB €@e "B f800 R @

Enter DAR journai: Add Customer item

|J More data ||Acl assgnmt model... || Gil item fastemnrHTax amount5|

_3089941 1310085

Itern 4/ Customer invaice [ 01
89.75

Amount

Payt terms coez Daysipercent ! ¢
Bline date B1/17/20083

Disc. base Invoice ref. ! !

Pmint block Pmnt method Pmnt meth.supl.

Assignment

Texd *INVOICE 8559 [5)% Longtest |

Mext line iterm

Accournt Mew co.code

& UsD 227 50- Customer Deposit- to 202001 exist B as (1 om PE mwrsapl | OVR
S

Enter the following data:

Amount: Amount relevant to that customer
Payment Terms: | Defaults from Customer Master Record.

Text: Enter text that is to appear on the invoice
(account statement). Put an * in front of text so
text will appear on Invoice

Assignment: Enter text that is to appear on the invoice

Enter the following information in the Text field
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MWR/CIV/NFC

Dues/Memberships
Private Functions
Marina Berthing Fees
Child Care Fees
Vehicle Storage

NFC Leaseback

Quarters Guest-
Command/Group-

=

Click on the Overview Button | “=

-Use membership number

-Use Private Party Contract number
-Use Marina Rental contract number
-Use Child Name

-Use storage contract/agreement
-Use Aircraft Tail Number

Use folio number
Use Command/Group Name (folio
number if possible)

Ensure entries are balanced (debits equal credits).

General Ledger
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H @@ O HE ahag i HE @ o

Enter DAR journal: Dispiay Overview

‘ Display currency || Park document | | Actassgnmt model.. ‘ | GIL item fast entry | | Taxes |

Documentaale 0171712063 Tpe 0
_81 HTizEE3 I.
Oocumentrumber INIERISL | Fisalyear 2003
cwsscere

Iterns in docurment currency
Itm PK  CoCd Account Description CostCr Order Amount
oot 48 181068 POS/DAR CLEARING AL 289.75

ooz 5i BE1EEE FROGRAM REWENLE 25B6 200 BE-
no3 5@ 301608 RESALE REVYENUE 2719 179.50-
oo4 @1 20EEI41 JONES HEREERT 8976

D 379.50 C 379.50 4 Line items

Other line item
Pstiy @count Sp.GIL Trans.type Mew co.code

BA1 1) (100)

Then post the document:

Menu Path:  Document = Post or Click on SAVE Button - or press F11 to post
document.

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”
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z Posting to Vendors on DARS

There are very few situations where a DAR clerk should be posting to a Vendor on a SD
document type. For example, a vendor might send a payment, possibly for a refund or
rebate, directly to a site where in turn, it is recorded on the site’s DAR. In this case, the DAR
clerk will make the following journal entry:

DR 101060
CR Vendor # 4XXXXXXXXX with automatic payment block “A”

The AP Clerks should post any other Vendor related documents except in unusual

circumstances. Ifthe DAR clerk simply must post any other vendor documents they should
refer to the Accounts Payables manual.

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
>DOCUMENT ENTRY > GL ACCOUNT POSTING

Transaction Code: F-02

g 0 0aHIC@@CHE anoD IHE QN

Enter G/L Account Posting: Header Data

| Held document | | Actassagnmt model... || Gil itemn fast entry || FPostwith reference |

_91 {21/2003 Eﬂ IE
_91 f21/2003 .

LC 812163

First line iterm

Pstiy 40 Account Sp.Gik Trans type
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Enter details of the data:

Field Description/Usage

Document date: Appropriate date for the days business
Posting date: Appropriate date for the days business
Document type: SD for DAR

Company code: SAP company code

Reference:

The base abbreviation plus the business date
(VERY IMPORTANT: This same
reference number will be used in the
reference field in step 2 also. MAKE
SURE THE NUMBER IS ENTERED
CORRECTLY IN BOTH STEPS.)

The Vendor information must be entered at the bottom of the DAR screen, it cannot go on
the fast entry screen so the user will either want to enter that information first or last. In this
example we are entering the vendor line item last. The user either has the option of going to
the fast entry screen or entering it line by line at the bottom.

Click on GL item fast entry

G/L item fast entry

screen > settings > entry template, select

variant Z0001 (AIMS one-line fast entry screen).
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5 IR R B s s I R 7 ez L

Enter DAR journal: Add G/L account items
| Actassgnmi model... | | G/L itern fast entry | | Tax amounis |

Companycode 1353 (m]

GIL account iterms

PK CoCd Accoun Amount Site Costc  Order Assignment
40 101060 50050

50 S01008 250.00 1223

1] 3E1e0a 100,00 1250

Other line iterns
Psticy 35 Account 4000000087 [cm Transtype Mew co.code

Once all of the regular GL line items have been entered, the Vendor Line items must be
added to the bottom of the screen where it says “other line items”.

Then press Enter to move to the next screen.
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Document  Edit  Goto  Exras

Environment

Systern  Help

& BldH @@ S HE 008 HE @

Enter DAR journai: Add Vendor item

£ @ @ TN £> Maore data | Act assgnmt model..

G/L item fast entry | Tax amounts

Wendor 400B0BEAET  COCA COLA NORTH AMERICA (LISA) GiL acc 2010080
Company code 1353 PO BOX 102300

MR MID-ATLANTIC REGION  ATLAMTA

ltern 4 f DAR Wendor creditr 35

Arnount 150.50 USD
Paytterms WoE Daysipercent 30 ! !
Bline date E1/2142003 Fixed
Disc. base Disc. amount
Invoice ref. ! !
Frmnt block Frmnt method Prmnt meth.supl.
Assignment
Text *OVERFMT FOR DECEMBER lﬁ{_@? Lang text
Mext line itern
P sty Account Sp.GiL Mew co.code

On this screen it is necessary to enter the amount fields and then something in the
Assignment and Text fields to tell more about the transaction. The Bline date automatically
defaults in. ‘The Pmnt block AUTOMATICALLY defaults in, due to the use of the 35

posting key. This way credits entered to Vendor’s on DARs won’t accidentally be paid out
in the EFT or Check run without verification by the AP Clerk.

) . o
Next click the overview icon.

NOTE: Make sure that the payment block is entered to avoid unapproved payments to

vendors.
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Document  Edit  Goto Settings  Enwironment  Systerm Help

g B dBQaEd = HE anhaan HE @ E

Enter DAR journai: Dispiay Overnview

@ Dizplay currency | Park document  Actassgnmit model... | GiLitern fast entry | Taxes

Document date a1/21/2003 Type =] Company code 1353

Fosting date Q1/21/2003 Feriod 4

Document number  TNTERKAL Fiscalyear 2003

Reference LC 812103 Cross-CC no.

Doc.header text

ltems in document currency

Itm PE CoCd Account Description CostCr Order Amount

ao1 40 101060 POS/DAR CLEARING AC 500 .50
Ho2 50 501000 PROGRAM REYENUE 1223 250 00-
HO3 50 301000 RESALE REYEMUE 1250 100 . 00-
Ho4 35 4000A0BAST COCA COLA MORTH AME 160 _50-
[ 5OA . 5a C 60@ 5A b.oe  * 4 Line items

Other line item

Pstiy @cnunt Sp.GIL Transtype MNewy co.code

If the document is balanced and all line items are correct, click the post icon.

Write down your SAP document number on your backup.
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@ Display Manual G/L Posting Document

Posted or parked documents can be called up from the system for display at any time.

Menu path:  ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - DOCUMENT - DISPLAY

Transaction Code: FB03

Document  Edit Goto Wiew System  Help

&
i

4 CQQ CHEE DDO0 EE @
Dispiay Document: Initial Screen

List |4 Firstitem g2 Editing options

keys for Financial Accounting

Document number 1300010992
Caompany code 1353
Fiscal vear 2003

Screen: Display Document - Initial Screen (0100)

Field Description/Usage

Company Enter the 4-digit company code to define to which general

Code ledger the journal should be displayed.

Document Enter the required document number

Number

Fiscal Year Enter the fiscal year of the document - formatting as
YYYY'
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Fill the required fields and press ‘Enter’ or green check mark . & | The document overview
is shown:

nment

Document  Edit Goto  Settings En

& T dH @ DHE Hhan BE @6
Document Overview

FH 78 M4 PP ETFEESB G chose [@@swe T B H Twxd: B

Doc.type @ S0 { DAR journal ) Normal document

Doc. number 1300010992 Company code 1353 Fiscal year 2003
Doc. date o1/2142003 Fosting date O01/21/2003  Period 04
Ret.doc. LC @12183

Doc.currency usD

Itm|PE([S| Account ALocount short text Cost ctr Qrder Lesignment Amount| Text
140 161068 POS/DAR CLEARING ACC 500.50
2|50 5@1008 PROGRAM REVENUE 1223 250.008-
3|56( | 381000 RESALE REVENUE 1280 100.88-
4135 | 40000000687 |COCA COLA NORTH AMERIM 150.56-| *O¥ERPMT FOR DECEMEER

Screen: Display Document - Overview (0700).

To display the Header Data, select: EXTRAS - DOCUMENT HEADER or click on the
header icon. 3

The Header Data tells the date of entry, the time of document entry, who posted the
document, the reference data, the posting date, the document date, and when the last changes
were made to the document.
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v %

To display a specific Line Item, click in the field of the desired line item and then select:
GO TO = DETAILS and the details of the selected items are shown.
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@ Change Manual G/L Posting Document

There are only limited fields that can be changed on manual GL documents. The fields that
can be changed are the text field, the assignment field and the reference field. If other fields
are incorrect and require changing, the document should be reversed and reentered or a GJV
should be posted to reclassify, especially in the case of items posted to an incorrect cost
center.

Menu path:  ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - DOCUMENT > CHANGE

Transaction Code: FB02

Document  Edit Goto Wiew  System Help

& 2l H @@ SHE DToa0 BE @
Change Document: Initial Screen

List |4 Firstitern | &7 Editing options

keys for Financial Accounting

Document number 1300010992
Company code 1353
Fiscal year 2003

Screen: Change Document - Initial Screen (0100)

Field Description/Usage

Document Enter the document number

Number

Company Enter the 4-digit company code to define to which general
Code ledger the journal should be posted.

Fiscal Year Enter the fiscal year of the parked document - formatting as

Fill the required fields and press ‘Enter’. The document overview is shown:
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Document  Edit Goto  Seftings  E

@ | BdHIeEe DHEB DDhoan EE @b g
Document Overview
FH LS E M4 P MATF 2 F B chose @eave T E G EH E Tadatea H [H

Doc.type : 5D { DAR journal ) MNormal document

Doc. number 13000160992 Company code 1353 Fiscal year 2003
Doc. date 01/21/2003 Posting date 01/21/2003  Periaod 04
Ref.doc. LC 612183

Doc.currency  USD

Itm|PK[ 5| Account Boccount short text Cost ctr Order Lssignment Imount | Text
1]40 161060 POS/DAR CLEARING ACC 50050
2150 sE1000 PROGRAM REVENUE 1223 250 .00-
a(5a| |391000 RESALE REYEWUE 1280 100, 00-
4(35| [4000000087 (COCA COLA NORTH AMERIM 160.50-| *0YERPMT FOR DECEMBER

Screen: Display Document - Overview (0700).

To change the reference field and the document header text field, go to the Header Data,
select: EXTRAS - DOCUMENT HEADER or click on the header icon. {3

You will receive the following message:

o Carmy out changes to the document header on the

rnest screen

¥|@

Press Enter or click on the green checkmark. It will take you to the following screen:

38 General Ledger




Financial and Controlling

Screen: Change Document - Overview

Document  Edit Goto  Earas

Settings  Environment Systerm  Help

& 0 @@ =00 Hhoan EE @
Change Document: Overview

& = 3 EE Display currency

:Document number; 1300810992 Company code 1353 Fiscal year 2003
Document date [1421 /2003 Posting date B1421/2003  Period 4
Reference LC @12183 Cross-CC no.

Currency UsD Texts exist

Iterns in document currency

Itm PK CoCd Account Descriptiaon CostCr Order Amount in  USD
ga1 468 1353 181060 FOS/DAR CLEARING ACC 500 .50
pE2 50 1353 5E16000 FROGRAM REWENUE 1223 250.00-
Ea3 56 1353 301000 RESALE REWENUE 1250 100.088-
Eo4 35 1353 40000BQE8F COCA COLA NORTH AMERI 150 . 50-
[termn 1 ! Dehiticredit 500.50

Then you must click on the header icon <&

This will bring you to the following screen:
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B1421 42003

LC 12103 _EI'I."EHEEIEIS

130001099213532003 _D.“.1_1EIEI
Iimﬁil. -FBEI1
_EI1."21."2EIEIE -EIE:EIE:EE

On this screen you can change the fields that have a white background. This is especially
important if you have entered an incorrect reference field on a DAR.

To change the assignment or line item text fields from the initial change document screen
simply double click on the line item that needs changes and it takes you straight into that line
item where you can change the assignment and/or the text fields.
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| 000 aNBIeeeCHEIODON|FEI@E

Change Document: Line item 004

_4EII3EIEIEII3EIE!T 201060
13008160992

Line iterm 4 f DAR Wendar credit 5 35
150 &R

Amount

Additional details

Disc. hase 150,50 Disc. amount 0,00

Fayt terrms WEO Daysipercent 30 £ £
Bline date 0142172003 Fixed

Prmnt block A Invoice ref. ¢ !

FPrrant method Frmnt tmeth. supl.

Assignment [Ny 9824
Text *OVERFPMT FOR DECEMBER
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E Print a Document and/or a DAR Summary

Any document or report in SAP can be printed in a few easy steps. First the user should
display the document or run the report and from there it can be printed. The example shown
here will be a document that is displayed and then printed.

Menu path:  ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - DOCUMENT - DISPLAY

Transaction Code: FB03

Document  Edit  Goto Wiew  Systern Help

& Bl H @@ 2 EE 0O HE @

Display Doctment: initial Screen

List |4 Firstitem & Editing options

Keys far Financial Accounting

Document number 13000160892
Campany code 1353
Fiscal year 2003

Screen: Display Document - Initial Screen (0100)

Field Description/Usage

Document | Enter the required Document number.

Number

Company Enter the desired company code for the base/fund in which
Code the recurring document was posted.

Fiscal Year | Enter the fiscal year of the document.

Fill the required fields and press ‘Enter’. The details of the Document are shown:

42 General Ledger




Financial and Controlling

Document Overview

&2 £ 14

P M AT EE B @ [ choose | @ save T (B B Taxdata [H S

Doc

Ref
Doc

.t

Doc.
Doc.

.d
B

ype © S0 { DAR journal ) MWormal document

nunher 1300010992

date 01/21/2003 Posting date
oc LG 812103
urrency  LSD

Company code

1353
81/21/2003

Fisca
Perio

1 year
o

2003
o4

Itm|PK| 5| Account Account short text Cost ctr |Order Assignment Amount | Text
1[40 (101060 POS/DAR CLERRING ACC 500.50
2|50 (501000 PROGRAM REVENUE 1223 250.00-
3|50 (301000 RESALE REWEMNUE 1250 100.08-
4|35 [4000000087(COCA COLA NORTH AMERI* INY 9825 150 .50-| *0YERPMT FOR DECEMBER

To print from this point, you either click the print icon

Screen: Display Document - Initial Screen (0100)

2

Document = Print. The following screen is displayed.

General Ledger
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Y] = NH €@ CHR 8000 AR RN

Document Overview

| Continue || Lser-gpecific print parameters |

ho_457_1_carmp? ()
UMWR_TN_FS14457_1_Comp?

Mumhber of pages
@ Printall
) Printfram page

Spool request
Name
Title

Autharization

SAPMFOSL_HO_

Spoal options
Print immediately
[ Delete after output
Mew spool reguest

D SAP cover page
D OperSys cover page
[ ALY statistics

Print priority 5 medium Recipient HO_PESTF11
Spoal retention per. 8 Day(s) Department
Archiving made Print anly 2]

Print settings

Report page 58 Riowes ] Cnlytesxt
Repaort width 158 Columns
Farmat % _BB_170

The user’s defined SAP printer is defaulted in the field that says Output Device. If needed,
the printer can be changed to another SAP defined printer, if the job should be printed
elsewhere.
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z Print DAR Summary Report

Once all the DARSs for a single day have been completed, a report must be run and given to a
supervisor for approval. There is just such a report that can be run from within SAP and
attached to the front of a DAR. To run this report the menu path is:

Menu path:  ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - PERIODIC PROCESSING > INFORMATION SYSTEM - REPORT
SELECTION

Transaction Code: F.97

Modes Edit Goto  Utilities  Settings  Systern Help

& 20JdH e CHRER ODLn BE @M

Appiication Tree Report Selection General Ledger
& Setfocus ¢

EEMERAL LEDGER REPORTS

B Month-end Reports

—E Payroll Programs

G Month-end Processing

B General Ledger Reports
B Special Ledger Reports
—E Controlling Reports

—C SAP General Ledger Reports

On this report screen the menu path to the DAR Summary Report is:

GENERAL LEDGER REPORTS = ACCOUNT BALANCES & LINE ITEMS >
DAR SUMMARY REPORT
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Program Edit Goto  Systerm Help

) B H @& OO 8 aa EAR &by

DAR Summary Report

€2

Docurment selection
Company code 1148
Diocument number 1Z0E06EEE0 1o 1389999999
Fiscal wvear 2003
Docurment type 5D to
Document date to
Posting date to
Cocument created by to E
Reference MDS @11703 to

FProgram mode
Group by DAR reference number @
Group by Fl documents
Show account sub-totals
1 Display internal order number

The only required fields on this screen is the company code, document type, and fiscal year.
The G/L account field must be left blank so that all GL accounts represented on that day’s
DAR will show up on the report.

Field Description/Usage
Company Code Enter the correct Company Code
Document Number Defaults in with SD number range
Fiscal Year Defaults to current year
Document Type Defaults to SD
Document Date Enter appropriate document date if needed
Posting Date Enter appropriate posting date if needed
Document created by Enter User ID if needed
Reference ENTER APPROPRIATE REFERENCE
TO PULL IN THE DAR
(base abbreviation plus business date)
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The user must fill in the Reference field with the correct reference information (base
abbreviation plus business date) to pull in that day’s DARs for the summary.

After entering in all the necessary fields, click on the execute button (£

JH @@ ERE DDoa HE @m

DAR Suwmnary Report
=1
=
BIMS ACCOUNT LINE ITEMS FROM DAR L=
Run Date: 01/21/2003 Report
User HO_PB&TF11 Page:
Documentio PKS GL Acct Acct Description Doc Date PostDate Assignment Debit Credit CostCtr Text Cust/Yend
DAR REFERENCE WUMBER: MDE 011783 1146
GENERAL LEDGER ACCOUNTS
1208000457 40 101060 POS/DAR CLEARING ACC @1/17/03 01/17/03 1200, 6E B.0a
Sub-total 1200 .00 b.en
GL TOTAL 1200 .00 b.en
CUSTOMER ACCOUNTS
1208008457 16 131005 AR GEMERAL RECON E1AM7/03 31/17/03 (e 1200, 68 - *PC 135-02 2HE47EE
Sub-total b.ea 1260 .00-
CR TOTAL 6.6 1200.08-
End of DAR: MDS 011703 1146 DAR TOTAL 1200.00- 1200, 08
ks [«
3

4[]l |[4][+]
r

The report should look something like this. One of the important things to note on this report
1s to make sure that the debits and credits of the 101060 account are balanced or else the
DAR will not be able to be cleared.

To print this report, click on the print icon {3 or, go to Document > Print.
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Z Park GL Documents

An incomplete or unfinished document may be saved without posting. This is called a
‘Parked Document’. While entering the GL Document the document can be parked by using
the following menu path (located at the top of the screen on the menu bar): DOCUMENT ->
PARK DOCUMENT.

A message appears stating that the document has been parked within the company code(in the
example — 1353) it was being created in

Dacument 13000058326 1034 waz parked

L ]34 Help

/ NOTE: A parked document is not yet posted even though a document number is
already assigned. Any parked documents must be posted prior to month end.
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z Recall a Parked Document for Review and/or Posting

Menu path:  ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - DOCUMENT - PARKED DOCUMENT - POST/DELETE

Transaction Code: FBV0

| 000 =20HIeee SHB D00 BRIQ®
Post Parked Document: Initial Screen

1094 )
1300006926

-2I3I33

The required inputs are:

Field Description/Usage

Company Enter the 4-digit company code to define to which general
Code ledger the journal should be posted

Document | Enter the required parked document number

Number

Fiscal Year | Enter the fiscal year of the parked document - formatting as

After confirming the entries, the input transactions of the parked document are displayed.
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| 000 2dH e6Ge Lilld nnod HE @F
Post Parked Document: Overview

| Display currency || Fast entry | | Tax amaunts |

_|31 f2172003 E: -1894
_B1 £21/26803 I.

_13EIEIEII35925 -2EIEIB

Line iterns
Itm PE  CoCd  Account Descriptiaon CostCr Order
oE1 50 1094 10107 LOCAL DEPOSITORY 289 .75-
nE2 40 1094 101060 POS/DAR CLEARING ACC 289,75

[ 289 .75

L 289.75

Other line iterms

Account Sp.GIL Trans.type Mews co.code

Screen : Post Parked Document - Overview (0700)

Transactions on this screen can be added/changed/deleted and the G/L Fast Entry
functionality can still be used.

To go to header data, select: GO TO - DOCUMENT HEADER and all data, except
‘Company Code’ and ‘Currency/rate’ can be changed.
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After completing, the input data can be checked as to whether it is correct and ready to be
posted by selecting: DOCUMENT > CHECK.

The message ‘Check Successful’ is shown for possible posting:

Information X

1

Check successful

w0k (& Hep

OR

There is a requirement to correct the document (e.g., out of balance).

Information X

1

Check not zucceszsful due to document balance

Y4 Ok Help

|
To post the document, select: DOCUMENT - POST or click on the Save Icon .

Then the message is shown that informs the user that the document is posted and the
document number used.

NOTE: The document number is the same old-parked document number.
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Reversal of Manual G/L Postings

A reversal may be necessary when the posted accounting document has critical errors that
cannot be fixed in the change document screen.

z Reverse Incorrect Document (GJV or DAR only)

Menu path:  ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - DOCUMENT - REVERSE - INDIVIDUAL REVERSAL

Transaction Code: FBO0S

Document  Edit  Goto

Systerm Help

Bld B CEQ CHRE SO0 BE @0

Reverse Document: Header Data

d Display hefore reversal Find documents

Document details

Paosting date
Fosting period

Dacument no. 13000UE926
Company code 1094

Fiscal year 2003
Reverse posting details

Reversal reason {1

Check management specifications

Woid reason code

[=

Screen: Reverse Document - Header Data (0105)

Field Description/Usage

Document Enter the required document number

Number

Company Code | Enter the 4-digit company code to define to which general

ledger the journal should be posted

Fiscal Year

Enter the fiscal year of the accounting document -
formatting as ‘YYYY".
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Reversal Reason Text
Reason 01 Reversal in original document period
02 Reversal in current or alternate period
03 Accrual reversal
Period The period will default in according to the posting date.

First, display the document to ensure that the correct manual GL document is being reversed
by selecting: GO TO - DISPLAY DOCUMENT or by clicking on the display before

reversal icon & Dizplay before reversal

The header and items details can be displayed as specified in the Display Manual G/L
Posting Document instructions.

After the document has been displayed, green arrow back.

To Reverse the Original Document, select: DOCUMENT -> POST and the system
generates the reversal accounting document, or click on the post/save icon.

The user will receive a message stating that a new document has been posted in their

company code. This is the reversal document that will show up as document type SR in the
GL account transaction listing.
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z Post With Reference

This is a tool that if used correctly can be very helpful, especially in a case where a
long document has been entered and it is discovered that the posting dates or cost
centers have been entered incorrectly. The post with reference function can be used
to recreate the document and make changes to it that cannot be made on the change
document screen. The following are a list of changes that can be made:

The document date
The posting date
The document type
The reference

The account number
The amount

The Due On Date
The line item text
The assignment

The value date

The only fields that can not be changed are the posting keys.

WARNING: Ifyou post with reference to change something that cannot be fixed on
the Change Document function, you must reverse the original document or there will

be a double posting of that document. The original incorrect version will be posted as
well as the second corrected version.

Menu path:  ACCOUNTING -> FINANCIAL ACCOUNTING - GENERAL
LEDGER - DOCUMENT ENTRY = G/L ACCOUNT POSTING

Transaction code: F-02
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Screen: Enter G/L Account Posting - Header Data (0100)

SO SHE DDA EE G

Enter G/L Account Posting: Header Data

| Held dacument | | Act assgnimt model... || GIL item fast entry || FPost with reference |

Pty 40 Account Sp.GIL Trans type
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The first step is to click on the Post with Reference Icon, located at the top of the
screen next to the GL Fast Entry icon.

Post with reference

it = A e 3 S e ey NN N

Post Document: Header Data

Reference

Document numhber 1300006924
Company cade 1094

Fiscal year 2803

Flove cantral

Generate reverse posting

Enter GiL account items

Do not propose amounts
Recalculate days and percentages
Display line items

Ll
U
Ll
U
Ll
U

Copy texts
[] Transfer functional area

Field Description/Usage

Document Here the original document number is entered.

Number

Company Enter the company code the original document was posted
Code in.

Fiscal Year Enter the fiscal year.

Do not click on any of the checkboxes in the “Flow control” section at the bottom of the
screen!
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| 000 83aH eee CHE 8000 BE @

Post Document: Header Data

01/21/2003 El
01/21/2003 [ 4 |

-NNE B11703

P sthdy .Accnunt 11671 Sn.GiL lTrans.t‘g.rpe

At this point you can make any changes to the document header information that are
necessary. Then press Enter or click the green checkmark. &

You can then go to the document overview and double click on individual line items to make
any changes necessary. When finished making changes, click on the post/save icon. =]
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Z Account Assignment Model

The 'Account Assignment Model" is a reference for document entry. It may contain any
number of G/L accounts and amounts and does not have to be complete. When posting a
document with an Account Assignment Model, you can add, change, or delete any of the
reference data used in the model.

Z Create/Change Account Assignment Model
To create the Account Assignment Model, the following menu path is used:
Menu path:  ACCOUNTING = FINANCIAL ACCOUNTING - GENERAL
LEDGER - DOCUMENT ENTRY - REFERENCE DOCUMENTS 2> ACCOUNT
ASSIGNMENT MODEL
At the top menu bar, select: ACCOUNT ASSIGNMENT MODEL - CREATE
Transaction Code: FKMT

Screen: Account Assignment Model - Initial Screen (No. 0101)

%] 4B @ee CHE HOnHs BE @

Account Assignment Model: Initial Screen

708

Attributes
CUIrency
Chart of accounts

Sample text
Autharization
[ Calculate tax

[] Eguivalence to
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Fields Description/Usage

Acct Enter the name of your model. The name can be up to ten characters.

assignment It is important to follow the naming convention already in SAP - it

model must begin with a company code.

Reference Leave blank to create an entirely new Account Assignment Model or
enter the name of an existing Account Assignment Model to copy and
edit.

Currency Enter USD.

Chart of Enter 2000.

Accounts

Sample Text Enter the text for your Account Assignment Model.

Authorization | If you are familiar with authorization groups, enter restrictions here
or simply leave this field blank.

| 000 2 Beee CHE DL R @
Account Assignment Model: Create Header

_1994 POy AC

Aftributes
Currency ush
Chart of accounts 2000

Sample text 1094 PAYROLL ACCRUAL
Authorization

[] Calculate tax

[] Eguivalence to
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Use the menu bar at the top of the screen: GOTO - LINE ITEMS

/ NOTE: You should change your screen template to one that is already familiar to you
and will meet all of your data entry needs. Example: SETTINGS—> SCREEN
TEMPLATE - Variant Z0001 — AIMS One Line Account Assignment Model

]
Enter your line items and save =l . It is not necessary to fill in amounts or totally complete
the journal entry like when you are posting a GL document. You can simply fill in account
numbers and cost centers or you can enter accounts only.
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ignment model  Edit  Goto Settings

290 @@@ DHE NNAD D @B

Account Assignmemnt Model: Change Line ltems
O Delete selected area 43 B Bk v [

Acct assgnmt modelPAYROLLMME

CUrrency

Account assignment model iterms

PE CoCd GIL acct T Jurisdictn code BA  Costelr Amount
40 GO1EEA 3034
40 GO1EEA 3035
40 GO1EEA 3036
41 GO1E0A 3838
40 GO1EEA 30349
40 GO1EEA 3040
40 GO1EEA 3042
40 GO1EEA 30448
40 GO1EEA 3050
40 GO1EEA 3053
40 GO1E00A 3854
40 GO1EEA 3055
40 GO1EEA 3063
40 GO1E0A 30645
40 GO1EEA agrz
40 GO1EEA 3073
40 GO1EEA 307h
40 GO100A agrq
50 211000
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z Using an Account Assignment Model in the G/L
To use the Account Assignment Model, the following menu path is used:

Menu path: ACCOUNTING > FINANCIAL ACCOUNTING - GENERAL
LEDGER - DOCUMENT ENTRY - G/L ACCOUNT POSTING

Transaction Code: F-02

|  #dH e@@ LHR Dnon BE QN

Enter G/L Account Posting: Header Data

| Held document | | Act assgnmt model. . || GiL item fast entry || Fost with reference |

_EI1 £31/20803 Ig
_EI1 £31/26803 Il

o

First line itern

P sty 40 Account Sp.GIL Trans type

The 'Account Assignment Model' is used after entering the header information of your
document. Then select:

GOTO > ACCOUNT ASSIGNMENT MODEL - Choose your Model

/ NOTE: You can also select the pushbutton labeled: Act assignmnt model
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anment Model

Aect assgnrnt model 094 CO GA

v ¥

Document  Edit Soto Systemn

Help
B I H CE LHE DDLOLN BE @
Account Assignment Model: Entry for Posting

g = B = | T Delete zelected area | [ B

Acct assgnmt model1084 CO GA
EOM CD GEAALLOCATION Company cade 1094
Currency UsD

Account assignment model iterns

PE Cocd GiL acct Tx Jurisdictn code BA  Costotr Arraunt
[5994 742000 3820 12,684 .11
40 1094 FaZopo 421 822 .66
40 1094 FaZopo 4207 91 .41

40 1094 FaZopo 3984 1,278.75
40 1094 FaZopo 34887 142 .08
40 1094 FaZopo 4181 2,393.51
40 1094 FaZopo 4186 265 .95
40 1094 FaZopo 4047 5 BZ26 .60
40 1094 FaZooo 4050 514.07
40 1094 FaZooo 4315 1,394 .19
40 1094 FaZooo 4318 154 .91

The Account Assignment Model appears as it was saved and can now be used as is or edited.

NOTE: You can view your entry by selecting DOCUMENT - SIMULATE.
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]
To post the entry, select DOCUMENT -> POST or click on the post icon .

z Clearing G/L Accounts

There are two types of clearing in SAP, Manual Clearing and Automatic Clearing. A
program performs automatic clearing. This program will analyze individual open items in a
G/L account and try to find the corresponding open items. To do this successfully, the open
items must share some common data, which is usually stored in the Assignment field. The
information in this field must match exactly (e.g., letter case must match, spelling must
match, etc.) and the dollar values of the items must net to zero (0.00) in order for the program
to attempt to clear the items together. Manual clearing is the type of clearing most
commonly handled by field personnel. Through this process, different line items in a GL
Account are matched together and cleared by the user. While it is easier for the user to select
items based on some identical data (such as information stored in the Assignment field or
Reference Number), this is not required. The user completely controls which open items are
to be cleared together. Note that dollar values of open items still must net to zero (0.00).

[lustrating the process of Manual Clearing with an example may make the concept easier to
understand. In this example, the G/L account to be cleared is Restricted Cash Capital Outlay
account (102000). In order to keep track of all of the costs related with projects in this
account, whenever entries are made to the 102000, the project number should be in the
assignment field of the line item. When cash is set aside for a project, the 102000 account is
debited for the total amount that is to be restricted. As the money is spent, the 102000
account is credited. When the project is completed and all the money has been used, the
debits and credits for that particular project should balance. The user can then utilize the
manual clearing function to change the status of the line items from open to clear. After the
clearing, when the 102000 account is displayed, the line items relating to that particular
project will no longer be a part of the open items. This is an important part of reconciling
and maintaining the GL accounts.

Some more common examples for clearing are the 101060 (Dar clearing
account) and the 110000 (Credit Card Clearing account), which should be
cleared on a regular basis.

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
> ACCOUNT > CLEAR

Transaction Code: F-03

The first screen shows that the user begins using Transaction code F-03. The required fields
are the Account number (102000), the clearing date (which can be the date that the account is
actually cleared), the company code, and the currency (which should default in as USD).
Then, the user must click on the Assignment Radio Button.
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g  aa@ e@e LHE Onon PR QF

Clear G/L Account: Header Data

| Frocess open items |

_1|31EIEEI _EI1."21."2|3|33 I.

Companycode 1145

Qpen item selection

Mormal 2l

Additional selections
) Mone

1 Assignment

(1 5ite

rAmaunt

( Document number
1 Posting date

i@ Reference

1 Document type

(1 Business area

(1 Posting key

1 Document date

1 Met due date

After Clicking the [Process open items] pushbutton, the next screen that comes up requires
that the user enter what Assignment they are looking for, in the case of our example, it is the
DAR unique identifier ‘MDS 011703. This is entered in the first field under the word
“From”.
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Edit

Document

Soto

Clear G/L Account: Enter sefection criteria

Other selection Other account

Frocess open iterms

Farameters entered

Campany code
Account
Account type
Special L ind.

1146
181060
S

Standard Ols

Reference
From
MDS Q11703

String

DouoooUooooooood

—

nitial walue

DouoooUooooooood

The User then clicks the [Process open items] pushbutton a second time. As a result, the
only items that are pulled up are the items that include ‘MDS 011703’ in the assignment

field.
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Document  Edit Goto Seftings  Environment  System Help

] BdH @ SHE Bnaan BHE @@
Clear G/L Account: Process open items

A2 [FF | Distribute diff. | Charge off dif. | g2 Editing options

Standard | Partialpmt | Resitems | Withhidg tax |

Account iterns 101060 POSIDAR CLEARIMG ACCOLINT
Assignment Docurnent DR, |Posting .. |Docume.. |  USD Gross
1300000457 |SD40(01 1742 |81 1742 1,200 080
130EERE4G0 |SDREET S 1F2 (@1 81782 . 1,208 BE-
L[] [
@ |['ﬁ'] Amu...l |Eﬁ Grass==...||ﬁgﬁ Currenwl | 1 ttems | H ltems | | 1 Disc. || i Disc.
Editing status
Humber of items 2 Amoaunt entered @.oo
Display from item 1 Assigned [, ee
Display in clearing currency Mot assigned [.aan

The two line items that appeared are the two that were entered for this DAR. If the amounts
are in black text, they must be selected by double clicking on them. When they are double
clicked the text changes to blue or red. If the line items net to zero (the Not assigned item on
the lower right corner of the window), the user can then click on the post/save icon and the
items will be cleared.
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Before the line items are cleared, when the 101060 account is displayed, the line items have
the red-square next to them signifying that they are open items.

List Edit Goto

Im}

Extras Environment Setting em Help

I H e BHE fDL0 BAE @

G/ Account Line item I.jy/ay

14 4 D’||6§{’ﬂﬁ @@@I?E%‘I@ﬁﬁ\g% | Selections
Status: o Posted & Parked B open @ Cleared
Run Date: @1/21/2003 09 A6:08 Fage: 1
User © HO_PBS7F11
Open Items Key Date: M1/21/2003
101068 POS/DAR ALEARING ACCOUNT
5t |CoCd @Aerence Document header text Doc.na. Cost ctr Type|Psty date |Doc. date |fmount in Tocal cur. |8

; MbS B10203 1300000455 50 01/02/2003|01/02/2003 400.00
L HMDS 611503 1300000458 =11 0141542003 | 01/15/2003 250.00
C HMDS 611603 1300000459 50 0141642003 | 017/16/2003 250.00
; MbS B11703 1300000457 =11 0141742003 | 0141772003 1,200.08
L MDS 811703 1300000460 5D 0141742003 |0117/2003 1,2008.08-

After the items have been cleared they will have a green circle next to them signifying that
they are cleared items.

List Edit Goto

Extras  Environment Settings ywstem  Help

& 3dHI Qe BB DhhLan EE @M
G/L Account Line item Dispiay

IR LTI = = o A== s = - =™ | ||/ selections
Status: « Posted £y Parked B open @ Cleared
Run Date: 01/21/2003 09:32:05 Fage: 1
User © HO_PBS7F11
Open Items Key Date:/01/01/0001
101060 POS/DAR ZLEARIWG ACCOUNT

5t (CoCd e%rence Document header text Doc.no. Cost ctr Type|Pstg date [Doc. date |Amount in Tocal cur. |Ar

; @ 1145%8 011403 1300000453 S0 |01/14/2003)61/14/2003 100.00

L @ |1146/MD5 011403 19000006085 SR |01/14/2003)|61/14/2003 100.08-

L @ 1% MDS 011403 1300000454 S0 | 01/15/2003 )61 /15/2003 100.00-

_ @1 MDS 611403 1900000006 5R 01415/2003 |81 /15/2003 16860

[ @|[1146[MDS 011703 1300000457 5D 01417/2003 611772003 1,200.00

C @|[1146[MDs 011703 1300000460 5D 01172003 (011772003 1,200.00-

GL accounts that require clearing are called Open Item Managed accounts. These are
generally accounts that money moves in and out of that should (although the timing is never
quite right) net to zero. The field is responsible for clearing many of these GL accounts but
there are also accounts that are cleared by HQ. The table on the following page illustrates the
various General ledger accounts of this type that are used for MWR and VQ purposes.

| A/C Number | A/C Name

| Clear On \Entry in Field \ Frequency
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101060 POS/DAR Reference Base Abbreviation + | Daily
Clearing Date
Account
102000 Restricted Cash | Assignment | Project Number As Transactions
Capital Outlay Occur
102001 (VQ Restricted Cash | Assignment | Project As project is
Only) (Whole Room Number/Room completed
Concept VQ) Number
110000 Credit Card Assignment | Merchant ID Daily
Clearing
Account
161000 Prepaid Supplies | Assignment | Site Name Whenever
possible
161002 (VQ Prepaid Non- Assignment
Only) Consumable
Amenities — VQ
161003 (VQ Prepaid Assignment
Only) Consumable
Amenities — VQ
161004 (VQ Prepaid Assignment
Only) Cleaning Tools
and Supplies —
VQ
162000 Prepaid Assignment | Name of the When Contract
Contracts Contractor is complete
168000 Prepaid Other Assignment | Description of Other | Whenever
Expense possible
168001 Goods In Transit | Assignment | Shipping Doc # When goods are
XXXXX received
202003 Collections Assignment | Fair Market Shelter + | Monthly when
Payable Fair Month reimbursed
market Rent
Shelter VQ
202004 Collections Assignment | Fair Market Utilities | Monthly when
Payable Fair + Month reimbursed
market Rent
Utilities VQ
202005 Collections Assignment | Appropriations Code | Monthly when
Payable Fair + Month reimbursed
market lost
damaged APF
property - VQ
202006 Collections Assignment | Cable + Month Monthly when
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Payable Cable Paid
TV-VQ

203000 Deposits Assignment | Description of When deposit is
Payable Deposit refunded

204000 Gratuities due Assignment | Base Abbrv. + PPE + | Monthly
Employees Date

205000 Service Charges | Assignment | Base Abbrv. + PPE + | Monthly
due Employees Date

251000 Unearned Assignment | Gift Cert. # + As often as You
Income Tournament Name Can

229000 Payroll Assignment | Paydate As Needed
Deductions
Other

211000 Wages Payable | Assignment | Assignment/Amount | As Needed

Z Editing Options

When clearing GL accounts, there are options to determine whether the user wants the open
items to come into the clearing screen selected or not selected. It is purely according to user
preference.

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
> ENVIRONMENT > USER PARAMETERS > EDITING OPTIONS

Transaction Code: FB00

When the initial screen appears, the user must click on the Open Items tab. On this tab
window, if the user wants the open items to come in not selected (recommended for GL
account reconciliation) the radio button with the message “selected items initially inactive”
should be clicked. If the user wants them to come in selected, they would click off this
checkbox. Everything else on this screen should remain as is. The reason it is recommended
that they come in unselected is that if the user has to double click on the line items
individually, it is more likely that they will double check that they are clearing the correct
line items.
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Dptions  Edit Goto System  Help

& a8 e SHE DO BRI @M

Accounting Editing Options

Document entry k Doc.display / Qpen iterms k Line items k Credit mat k P.ady k Cash Jrnl

Qpen item processing

Process open items with commands
Selected iterns initially inactive

Enter payrment amount for residual items
Use warklists

Dizplay net amounts

Include invaice reference

L
|
|
|

Soring by armount without +- sign

Line layout variants for clearing transactions

Custamer a1 Allocation [ docurment number
Wendor 81 Allocation f document number
GiL acct a1 Allocation [ docurment numkber

Line layout variants for automatic payments

Payrnent
Line itarms

Account assignment madel for pavment diferences
Artassgn.model
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z Display GL Account Line Iltems

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
> ACCOUNT > DISPLAY/CHANGE LINE ITEMS

Transaction Code: FBL3N

Erogram  Edit Goto Swstermn Help

V] eI @@ SR S0 aa HE @
G/L Account Line itemm Display
® & =
GIL account selection
GIL account 110000 [3) to
Company code 1146 to

Selection using search help
Search help ID
Search string

Complex search help

Line itern selection

Status
® Open iterns
Qpen at key date 0142172003

! Cleared items

Clearing date ta

Open at key date

L Alliterns

Posting date to

Type

MNormal items
] Moted tems
[ Parked items

| List disnlay

Enter the following data:

Field Description/Usage
GL Account Enter the GL Account Number

Company Code | Enter the relevant company code

To select what type of items show up the user can click on the different radio buttons
(open items, cleared items, all items). Open items is the default selection.
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@

Click on the execute button.

The following screen appears and you can double-click on the individual items to view the
original document that was posted.

List Edit Goto Extras  Environment S ern Help
LV 2dH IS SHE ODhLOoD EE @
G/L Account Line item Dispiay
a4 w2 BLO | REaBR|Taed| B B3 | |EW/[[E0 selections
Status: o Posted £ Parked B open @ Cleared

Run Date: 01/21/2003 09:39:31
User © HO_PBSYF11

1146 1100ee CREDIT CARD CLEARING ACCOUNT

5t (CoCd Hsm’gnment Doc.no. Type|Psty date |Doc. date [PK|A&mount in local cur. |Text

[ E|1146| 0376101460172 4800000018) IC 1272002002 12/19/2002)50 2.85- |ELEC CREDIT CARD - MELLONW
[ E|1146| 0276101460156 4800000017 IC 12/19/20082|12/18/2002 )50 224.00- |ELEC CREDIT CARD - MELLONW
[ E|1146]| 0376101460156 4800000018) IC 1272002002 12/19/2002)50 39.45- [ELEC CREDIT CARD - MELLOMW
[ E|1146| 0276101460140 4800000016) IC 1241872002 12417/2002 )50 G03.50- |ELEC CREDIT CARD - MELLONW
[ E|1146| 0376101460131 4800000002 IC 12/09/20082|12/05/2002)50 300.00- |ELEC CREDIT CARD - MELLON
[ E|1146| 0376101460131 4800000013) IC 1241672002 12413/2002)50 420.00- |ELEC CREDIT CARD - MELLONW
C B|1146(0376101460131 4800000618 IC |12/20/2002)12/19/2002 (50 361.00- |ELEC CREDIT CARD - MELLON
[ E|1146| 0376101460131 4800000019) IC 1272372002 12/20/2002)50 171.00- |ELEC CREDIT CARD - MELLONW
[ B|1146|0376101460131 4800000020) IC 1242302002 12/21/2002 )50 87 .00- [ELEC CREDIT CARD - MELLOMW
[ E|1146| 0376101460115 4800000017 IC 12419720082 12/18/2002 )50 254 .50- |ELEC CREDIT CARD - MELLONW
[ E|1146| 0376101460115 4800000018 IC 1242002002 12/19/2002) 50 100.00- |ELEC CREDIT CARD - MELLONW
[ E|1146| 0376101460115 4800000020) IC 1272372002 1242142002 )50 130.00- |ELEC CREDIT CARD - MELLONW
[ E|1146| 0276101460115 4800000021 IC 1242402002 12/23/2002)50 1,729.00- [ELEC CREDIT CARD - MELLON
[ E|1146| 0376101460115 4800000023 IC 12/27/2002|12/26/2002 )50 37.25- |ELEC CREDIT CARD - MELLOMW
[ E|1146| 0276101460107 130000041150 1221672002 12/16/2002 ) 40 .00

C @|1146|0376101460107 4800000617 IC |12/19/2002)12/18/2002 (50 41.50- [ELEC CREDIT CARD - MELLON
[ E|1146| 0376101460107 4800000018) IC 1272072002 12/19/2002)50 28.25- [ELEC CREDIT CARD - MELLOMW
[ B|1146(A376101 460107 4800000019) IC 1242302002 12/20/2002 |50 17.25- [ELEC CREDIT CARD - MELLOMW
[ E|1146| 0376101460107 4800000020) IC 1272372002 12/21/2002)50 20.15- [ELEC CREDIT CARD - MELLOMW
[ E|1146| 0276101460107 4800000021 IC 1242402002 12/23/2002)50 34 .75- [ELEC CREDIT CARD - MELLOMW
[ E|1146]| 0376101460107 4800000022) IC 1272672002 12/24/2002)50 9.50- |ELEC CREDIT CARD - MELLONW
[ E|1146| 0276101460101 1300000140) 50 1270472002 12/04/2002) 40 300.06

[ E|1146| 0376101460099 4800000018 IC 12720020082 12/19/2002)50 34.90- [ELEC CREDIT CARD - MELLOMW
[ E|1146| 0276101460000 4800000020) IC 1272372002 12421/2002 )50 31.20- [ELEC CREDIT CARD - MELLOMW
C @|1146|0376101460099 4800000023 IC |12/27/2002)12/26/2002 (50 72.50- [ELEC CREDIT CARD - MELLON
[ E|1146| 0376101460081 1300000419) 50 1241272002\ 1241272002 ) 40 81.50

[

If the user wants to display the document that contains the line items, they only need to drill
down into the document by double-clicking on the line item they are interested in.
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Z POS/DAR CLEARING ACCOUNT (101060)

This account is used to match the two sections of the DAR, the Cash Cage DAR and the
Detailed DAR. It is the way we verify that the Deposit made for a particular business day
matches the revenues and expenses that are recorded for the sites. When the DAR is cleared,
it is not deleted, the status of the line items is simply changed. It is still possible to change the
documents if necessary, but you must break the clearing, then change the documents, and
then re-clear them.

To clear the POS/DAR Clearing Account 101060, use the following:

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
> ACCOUNT > CLEAR

Transaction Code: F-03

Document Edit Goto  Settings  Systern Help

& B dB @@ SEE STa0 HEE @

Clear G/L. Account: Header Data

Process open items

Account 101068 Clearing date 12/14/2002  Period 3
Company code 1146

Qpen item selection
¥| Mormal Ol

Additional selections
() Mone
(Assignment

() Site

rAmount

) Document number
(1 Posting date

{8 Reference
-"-Dncumentnrpe

() Business area

(1 Posting key

) Document date

) Met due date
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Enter the details:

Field Description/Usage
GL Account: 101060
Clearing date: current date

Click reference field radio button (reference field contains the base abbreviation plus date.)

. . Froceszs open items
Click the Process open items pushbutton

Screen will display the additional selection criteria.
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| 00 3iBIeee LHE aoi0 PR @6

Clear G/L Account: Enter selection criteria

Other selection | Other account | Process open items

Farameters entered

Company code 1146
Account 101 BED
Accaunt type 5

Special GIL ind. Standard Qs

Reference

From
MDS 121402

To String Initial walue

I I o

|
|
Ll
Ll
Ll
Ll
Ll
Ll
L
L
L
O
|
|
Ll
|

After making additional selection criteria (using the reference field information), the screen
will display all open items that match the selection criteria.
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Document  Edit 1ent em  Help

& ld B e@@ ERHE DDON FER @
Clear G/L Account: Process open items

2 [Z7  Distribute diff. || Charge off diff. | ¢# Editing options

Standard | Partialpmt | Resitems | ‘Withhidg tax |

Account iterns 101060 POSIDAR CLEARIMNG ACCOUNT
Assignment Docurment ...|D.|P..|Posting ... |Docume...| USD Gross
1300000341 |SDEO12/1402. (1241442 2 7RG, BO-
130000034250 4B 121472 1241402, 3.00
1300000344 \5Da12/14/2 1241442 24 95
1300000346(SD4A 121472 1241442, 8400
1300000347 |5SDMa12/14/2 (1241442 B19.25
1300000348(5D4A 121472 1241472, 111. 00
1300000350(5D 40121402 [12/1402.. 65. 60
1300008351 |SDEa12/14/2 1241442 23.00
130000035250 4A 121472 [12/1442.. 252.00
1300000354 |5DMa12/14/2 1241442 195.75
1300008355(5D4A 121472 1241402, 219.15
1300000356|SDa12/14/2 1241442 356 . B0
1300008362(5D|4A 1241472 [12/1472.. 20. 45
130000036350 40 121402 1241402, 42930
[l [
El |[H] Amo...| |EgﬁGross<=...||Egﬁ Currency| | 1 ottems | {7 tems | | 1 Disc. | ‘i Disc.
Editing status
Mumber of items 16 Amount entered o.60
Display fram iterm 1 Assigned o.oe
Display in clearing currency Mot assigned o.oe

If the items come in unselected they will be shown in black text. In order to signify which
items are to be cleared the user must double-click them to select. When they are selected
they will be shown in a different color.

H Make sure the selected amounts net to zero. If the account is out of balance for these
open items, back out of the transaction and research the variance. The chances are good that
the problem stems from incorrect data entry and having reference fields that differ on your
cash cage and detailed DARs. If it is an actual overage or shortage, create an entry to true
up the difference. (See the True-Up DAR Clearing procedure below)

If the account items net to zero, save the document by clicking on this icon

No line items are created, but it is a good idea to write down the document number anyway.
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TRUE -UP DAR CLEARING (101060)

Proceed with this step only if the DAR clearing process is out of balance due to an actual
overage or shortage of cash.

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
> DOCUMENT ENTRY > GL ACCOUNT POSTING

Transaction Code:

Enter the details of data:

F-02

Field Description/Usage
Document date: Appropriate date for the days business
Posting date: Appropriate date for the days business

Document type:

SD

Company code:

SAP company code

Reference: The base abbreviation plus date (VERY
IMPORTANT: This reference number
was used on the original DAR entry in
steps 1 and 2. MAKE SURE THE SAME
NUMBER IS ENTERED CORRECTLY
IN ALL STEPS.)

Shortage:

Posting key (PK): 40 (debit)

GL Account: 912000 (for cash shortage)

Amount: Enter the amount that the DAR clearing
account is out for this deposit

Cost center: G & A cost center

Posting key (PK): 50 (Credit)

GL Account: 101060 (DAR Clearing account)

Amount: Enter the amount that the DAR clearing
account is out for this deposit

Overage:

Posting key (PK): 40 (debit)

GL Account: 101060 (DAR Clearing account)

Amount: Enter the amount that the DAR clearing
account is out for this deposit

Posting key (PK): 50 (Credit)

GL Account: 812000 (for cash overage)

Cost center: G & A cost center

Amount: Enter the amount that the DAR clearing
account is out for this deposit

Save the Document

and record the SAP document number on the posting documents.
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z The Credit Card Clearing Account (110000)

This procedure is the final step in the DAR process. If the credit card account has not been
cleared then the DARs for the day cannot be considered complete. It is necessary to clear
this account to verify that the amount that was loaded in the Mellon Bank file equals the
amount of credit card purchases that the accounting office records on the DARs for that day.

Use the following:

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL
LEDGER > ACCOUNT > CLEAR

Transaction code: F-03

h Doaocument  Edit Goto  Settings System Help

& BB @@ S EE D008 EAE @ m

Clear G/L Account: Header Data

Frocess open items

Account 1106808 Clearing date 1243142002 © Period 3
Company code 1146

Qpen item selection

¥| Marmal Ol

Additional selections

1 Mone
(@ Assignment
-"-Site

o Amaunt

( Document number
(1 Posting date

() Feference

(o Document type
(1 Business area
(1 Pasting key

(1 Document date
(1 Met due date

Enter the Clearing Date, the Company Code and click on the Assignment radio button. Click

Proceszs open items . . .
on the pushbutton. This will bring you to the screen where you can enter

your additional criteria selections.
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Document  Edit

Goto Settings

g O @@E& DM E s nas BRI e

System

Help

Clear G/L Account: Enter selection criteria

Other selection Other account || Process open items

FParameters entered

Company code 1146

Account 110808

Account type 5

Special GrL ind. Standard Ols

Assignment
From Ta String Initial walue
Q3TEIO1460024

oo uooooooood

[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[

Here you will enter the Merchant ID, from the site that accepted the credit card transactions,

Proceszs open items

in the field directly underneath the word “From”. Then you click the

icon

again. This will bring up all of the line items with that Merchant ID in the assignment field.

Note: The following screen will show document types IC for the Mellon Credit Card
download and the corresponding DAR that matches the Mellon Bank payment.
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Document  Edit Goto  Settings Environment  Systerm Help

& T JdH SEe S®H S OHtoan AR @

Clear G/L Account: Process open jftems

A2 R Distribute diff. | Charge off diff. | 22 Editing options

Standard | Partialpmt | Res.tems | Withhidg tax

Accountiterms 110000 CREDIT CARD CLEARING ACCOUNT

Assignment Documnent . |D. P |Posting ... |Docume..| USD Gross

0376101460024 |1300000010 (5040120142, 11/2712.. 147 .00

0376101460024 1300000075 5D 4O02/02/2. 12/02/2.. 28840

0376101460024 1300000434 |SD4012M13/2. 1211372 20240

0376101460024 4800000004 |IC5O/M2/09/2. 12/03/2.. 288 40-

0376101460024 4800000007 (IC5OM2/09/2.11/28/2. 147 00 -

0376101460024 4800000017 |IC|5012M19/2. 121872, Z66.30-

0376101460024 4800000020 (ICBOM2/23/2. 12/21/2.. 75.00-

0376101460024 4800000022 (IC 50022672, 12/2402. 36.00-

(D]l [

@ |H| Amn...| |Eﬁ6russ==..."ﬁ Currency| | 1 ltems |[H ltems | 1 Disc. | i Disc.
Editing status
Mumber of iterns 8 Amaount entered o, o0
Display fram iterm 1 Assigned [.oa
Display in clearing currency Mot assigned o.oe

Make sure that the amounts net to zero. If the accounts are out of balance, you must back out
of the transaction and research the variance. In all probability it will be a data entry error.
The first thing to check is that all the Merchant ID numbers were entered properly in the
assignment field.

If the account items net to zero, post the document by clicking on the post/save icon

Now, you have officially completed that day’s DAR.
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m True Up Credit Card Clearing (110000)

Use these steps only if the Credit Card Clearing Account 110000 is Out Of Balance due to an
actual discrepancy between what Mellon Bank paid and what was entered into the credit card
system.

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL
LEDGER > DOCUMENT ENTRY > GL ACCOUNT POSTING

Transaction code: F-02

The first of these screens is for a shortage where the Cash shortage - GL account
912000 must be adjusted.

Z| 00 2B eaeICHE SCL0IRE @

Enter G/1. Account Posting: Header Data

| Held document | | Act assgnmtmodel... || GIL itern fast entry || Postwith reference |

_D1 f2112o03 Eﬂ Ilm
_D1 fa1/2e03 I.

MELLON CASHSHORT

Firstline item

Pathdy 40 Account 912000 @.GIL Trans.type

Document Date Date of the Mellon Bank Payment

Posting Date The appropriate date for the day’s
business.

Document Type Enter SD for DAR
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Reference Use the same base abbreviation plus
date that was entered in the DARs for
that day.

Text Optional

Shortage:

Posting key (PK): 40 (debit)

GL Account: 912000 (for cash shortage)

Amount: Enter the amount that the Credit Card
clearing account is out for the Mellon
Bank payment.

Cost center: G & A cost center

Posting key (PK): 50 (Credit)

GL Account: 110000 (Credit Card Clearing account)

Amount: Enter the amount that the Credit Card
clearing account is out for the Mellon
payment

Document  Edit Goto  Estras  Seftings Environment  Swstern Help

& BRI C@@ SEE D00 HE @«

Enter DAR journal: Add G/L account item

ﬁ & B I =5 Moredata | Actassgnmtrmodel. | GILitern fast entry | Tax amounts

GiL account 9120680 CASH SHORTAGE
Compary code 1199 MWRE COMMAYREEG, SYW (OTH)

lterm 1 ¥ Dehit entry £ 40
Armaunt 15,80 LSD
Taxcode ] Calculate tax
Cost center 3029 Order
Article Site
Gluantity
Aszsignment
Text MELLON BANK SHORTAGE
Mext line item
Ptk B0 Account 11080800 @.GJ‘L Mew co.code

General Ledger 83




Financial and Controlling

Document  Edit Goto  Extras  Settings Environment  Systerm Help

& 2dH G  SEHE 0o EE @ M
Enter DAR journal: Add G/L account jtemn

ﬁ & B [0 =5 Moredata | Actassonritmodel. | GiL iterm fast entry || Tax amounts

GIL account 11 0000 CREDIT CARD CLEARING ACGCOUMNT
Company code 1199 MYWR COMMNAYRES, SYW {OTH)

[tern 24 Credit entry £ 50

Amount 15680 Ush

Site

Yalue date

Azsignment

Mext line iterm

Patiy Account Sp.GIL Mew co.code

The following screens are for a cash overage where the Cash Overage - GL account
812000 must be adjusted.

Field Description/Usage
Document Date Date of the Mellon Bank Payment
Posting Date The appropriate date for the day’s business.
Document Type Enter SD for DAR
Reference Use the same base abbreviation plus date
that was used in the DARs for that business
date.
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v ‘4 1@ SHE SDoD R @m
Enter G/L Account Posting: Header Data

| Held document | | Actassgnmt model... || GIL item fast entry || Post with reference |

_EI1 12142003 E: IIE
_El'l 12142003 II

MELLON CASHOYER

Pty 40 Account 110000 .GIL Trans.type

Overage:

Posting key (PK): 40 (debit)

GL Account: 110000 (Credit Card Clearing account)

Amount: Enter the amount that the Credit Card
clearing account is out for Mellon Bank
payment.

Posting key (PK): 50 (Credit)

GLAccount: 812000 (for cash overage)

Cost center: G & A cost center
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Document  Edit Goto

i E

Environment  System  Help

JH @@ CHE T8 BE @b

Enter DAR journal: Add G/L account item
A2 B [ = Maore data

Act assonmt model...

GiL itermn fast entry | Tax amounts
Gl account 110006 CREDIT CARD CLEARIMG ACCOLUMNT
Company code 1199 WWR COMMAYREEG, SWW (OTH)
[term 1 f Dehit entry £ 40
Amount 25,60 LISD
[ Calculate tax
Site
Yalue date
Assighment
Text MELLOM BARK OVERAGE @ Long text
Mext ling iterm
P =thy 50 Account 812000 Fh.GIL Mew co.code

Docurment  Edit Goto  Extras

) z

Emvironment  Systern  Help

] CEQ SEE D040 HEE @ M
Enter DAR journal: Add G/L account item

2 EH B [ =5 Moredata

Act assgnmt maodel... | GiL iterm fast entry | Tax amounts

GiL account 312000

CASH OVERAGE
Company code

1199 MWR COMMNAVREG, SYW (OTH)

[termn 2 7 Credit entry [ 50

Armaunt 25 .00 LS

Cost center Bozg @ Order

Aricle Site

Gluantity

Assignment
Mext line item

P sthdy Account Sp.GIL ey co.code

86 General Ledger




Financial and Controlling

O :
Save the Document = and record the SAP document number on the posting documents,

GO BACK TO THE START (TRANSACTION CODE F-03) AND CLEAR THE
CREDIT CARD ACCOUNT (110000).
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Z Display the GL Account Master Record

If there is ever a question as to whether a GL account is open item managed or whether it is a
reconciliation account, it is possible to display the GL account master record to see how the
account was originally designed.

Menu path:  ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - MASTER RECORDS - INDIVIDUAL PROCESSING - IN
COMPANY CODE

Transaction Code: FSS0

GiLaccount Edit Goto Exras Emvironment Seffings System Help
& A H  CE@Q I CRE SDO80 BE @
Display G/L Account Company code data

| &2 | | P | T [7] | Editfinancial statementversion | Editset Editcostelement

GiL account no. |151BDD @PREPAID SUPPLIES

Comparycode 1199 WWR COMMNAYREG, SW (. 0 with reference |

Control data || Createfbankinterest | Information |

Account contral in company code

Account currency ush American Dollar
Qnly balances in local croy

Tax category
Fosting without tax allowed

Recon. account for accttype

i

Alternative account no. 161

Account management in company code

¥| Open itern management
v| Line itern display

Sart key

Authorization group

The user must enter the company code and the GL account and then press Enter or click the
green checkmark. The “Control Data” tab shows whether or not the Account is a Recon.
Account for vendors, customers or assets in the field called “Recon. account for acct type”.
In this case the field is blank , it is not a recon account. Where it says “Alternative account
no.” it tells where it is mapped in RAMCAS. In this case the radio button for “Open item
management” has been flagged. This signifies that this is an open items managed account
and therefore must be cleared either manually or automatically. In the case of 161000 it is
the field’s responsibility to monitor this account and clear it when it is possible.
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z Accruals Introduction

In this section of the manual, when we speak of Accruals in SAP terminology, we are
only talking about ‘reversing accruals’ not accrued liabilities. An example of a
reversing accrual is the monthly payroll accrual. Historically, in BLAS, when an invoice
is entered, it sits in a “bucket” and nothing is posted to the GL. At month’s end, the
accounting office would run a program to accrue all the invoices and they would be
posted. The huge difference in SAP is that once invoices are entered in the system, they
are immediately posted to the GL. Therefore, it is not necessary to accrue for anything
that has been posted into SAP via an invoice or goods receipt.
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Non PO B Purch including BPA

Goods Physically YES Invoice YES Enter Vendor Direct Invoice.
Received? Received? No Special Accrual Necessary.
NO NO
No Action Already Know YES Enter Vendor Invoice into SAP.
Required. Exact Block for Payment until Invoice is
Amount? Received to Prevent Early Payment..
NO

Accrue to 202000 using SAP Accrual
(self-reversing) Transaction and Special
'SB' Document Type..
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Purch rder B Purch

. YES . YES No Special Accrual Necessary.
Goods P_hy5|cally Goods Receipt GR Document is the Accrued
Received? Entered? L
Liability.
NO NO
No Action Invoice YES Follow-up on Goods Receipt.
Required. Received? Enter Goods Receipt.
NO
Already Know YES Enter Vendor Invoice into SAP.
Exact Block for Payment until Invoice is
Amount? Received to Prevent Early Payment.
NO

Accrue to 202000 using SAP Accrual
(self-reversing) Transaction and Special
'SB' Document Type.

M
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Entering Accrual Journal Vouchers (AJVs)

Menu path:  ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - PERIODIC PROCESSING > CLOSING > VALUATE > ENTER
ACCRUALS

Transaction Code: FBS1

Screen: Enter Accrual/Deferral Doc.: - Header Data (0100)

%]  8|dH cee LR anssn HR e

Enter Accrual/Deferral Doc.: Header Data

|Act assgnmt model... || GiL itern fast entry || Fost with reference |

8173172003 1287
01/31/2003 4 usp |

Inverse posting

Reversal reason o3
Reversal date pEsat/zend

Firstline item

Pstiy @cnum Sp.GiL Trans.type

Field Description/Usage

Document Date | The creation date of the document, with the format
MM/DD/YYYY. Generally the last day of the posting period for
which you are accruing.

Doc. Type SB for AJVs, this will default into the field.

Company Code | Enter the 4-digit company code

Posting Date The date that SAP system posts the created transactions. This
should be the same as the document date, the last day of the
period.

Period The period is automatically derived from the posting date, if there

is no input in this field.
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Reference This is a required field. It can be used to describe what kind of
accrual is being posted.

Reversal Reason | 03 - Accrual Reversal

Reversal Date For an EOM accrual, the reversal date will be the first day of the

next period.
Post Key Enter Posting Key: 40 = Debit and 50 = Credit.
Account Enter the relevant G/L account.

The next screen that appears is: Enter Accrual/Deferral Document - Create G/L Account Item
(0300) is shown for inputting:

vl |‘ @@ OEBR a.os BRE @M
Enter Accrual/Deferral Doc.: Add G/L account item

i More data | Actassonmimodel.. | GILitern fastentry | Taxamounts
102008

-1934

Itern 1 7 Dehit entry £ 40

Arnourt | UsD
] Calculate tax
Site

Assignment

MHext line item

Account Sp.GiL Trans.type Mew co.code

Field Description/Usage
Amount Enter the appropriate amount for the transaction in the specific
G/L account.
Cost Center Enter the appropriate cost center. Cost center is only a

mandatory field for certain types of G/L accounts. Line items
for most balance sheet accounts do not require entry of a cost
center.

Text Enter any required text for the line item.

All the remaining fields are optional and may be omitted in this process.
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GL Fast entry can also be utilized for key entry of the accounting details. Access the entry
after the header information is complete. To access the fast entry screen, click on the

= . - button above the header information (See Screen: Enter Accrual/Deferral
Doc.: Header Data (0100) At the beginning of this document. The standard fast entry
screen will pop up for keying. If another screen template is required, click on Settings>
Entry Template, a table with other options will be displayed for selection. Click on the one
desired.

gl 0 aliB@@e LHE a0L0 [AR @6

Enter Accrual/Deferral Doc.: Add G/L account items

| Act assgnmt model... | | GiL itern fast entry | | Tax amounts |

-1834

GiL account items

PE CoCd Account  Armount Site  Costc  Assignment

| @

Other line itermns
Pstiy Account Sp.GiL Trans.type Mew co.code

To display the transaction before posting, click on the document overview icon and view

the document details. Save the document by clicking on the = Save icon.
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Z Reverse Accrual Journal Voucher (AJV)

At the end of each month, you must perform a process to execute accrual reversals for the
accrual entries that you booked in the current accounting period. These accrual reversals are
normally set up to reverse, with a posting date of the first day of the following accounting
period.

To begin, go to the following:

Menu path:  ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - PERIODIC PROCESSING = CLOSING = VALUATE - REVERSE
ACCRUALS

Transaction Code: F.81

Screen: Reverse Accruals: Initial screen (1000)

Z| 20D Ie@e CHE OhLN PR QE

Reverse Accrual/Deferral Documents

lofelsl s

Reverse posting details

Posting date to
Entry date o

lolelsl

Reference to

Further selections
Reverse posting date o

ol

User name to

Reverse posting details

Posting period
Reversal reasaon
Test run

Cross-company code transactions
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Field Description/Usage
Company Code | Enter the 4-digit company code(s) for which you wish to
execute the accrual reversal (you may run this process for
more than one company code in one session; just remember
to use the multiple selection arrow to record the additional
company codes vice a range of company codes).

Document Leave the document number field blank so that the system
Number will scan all accrual documents.
Fiscal Year Enter the fiscal year of the accounting document -

formatting as ‘YYYY".
Document type | SB for regular accrual entries.

There are further selection options on the selection screen which may be used to narrow
down the number of documents which are selected for reversal, (e.g., user name — these are
optional.)

One optional “Further selection” choice that is recommended:

Reverse posting | This date is the date on which you indicated the accrual
date reversal would be posted. Normally the posting date of the
reversal is the first date of the next accounting period (i.e.,
for accruals prepared for the November closing, the normal
reversal date would be 12/1/YYYY, etc.) Use a range from
the 1% to the last day of the month (e.g., 12/01/01 to
12/31/01)

WARNING: Ensure that that the “Test run” checkbox is flagged. This will prompt the
system to list all accruals that are eligible for reversal. Without the test flag on, all documents
which fit the program’s selection criteria, will be reversed without the system providing an
opportunity to view the selected documents first.

After the data input is complete, select: PROGRAM > EXECUTE ¥ . A listing of all
accruals will appear. These entries are your original accrual documents. You should see
document type SB (regular accrual entries) and SI (resale inventory documents).
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List Edit Goto Systern Help

g Bl H Q@@ SHE HDhLD HE @M

Reversal of Selection Documentis: Log Update

&
OY2 New Config Client Reverse Accrual/iDeferral Documents Time 094726 [E
Millington SAPFOSOR/HO_PEELT

Reversed documents

Document number Company code Fiscal year Doc . type Posting date Document date Reversal date Refe
1100808000 1034 20083 5B [1431/2003 [1431/2003 [2/a1/2003
Reversed with document 1200008002
1100000066 1034 2081 5B 06/ 26/2001 06/ 26/2001 a7ia1 2o
Reversed with document 1200000074
1100800067 1034 2081 5B 06/ 272001 06/ 272001 arializen
Reversed with document 1200008075

No. of documents reversed: 3 —

Y2 Mew Config Client Rewverse Accrual//Deferral Documents Time B9:47:26

Reverze documents ‘

At this stage, when the list appears accurate, the “Reverse documents”
button may be selected and the system will post the reversing entries.

After selecting the [ Fieverse documents icon, the message is updated with “Documents for

which a reverse posting was generated”. Print the report and file.

The process is now complete! The reversal document number has been provided on the line
below the original document number.
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@ Display Reversed Accrual Documents

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
>DOCUMENT > DISPLAY

Transaction Code: FBO03

Click the “list” icon (or you may request the system to display the actual document number
provided when you ran the reversal process).

Enter the appropriate company code. Enter the document type “SC” (the reversal document
for a SB).

Enter the posting date (the date you indicated the entry should be posted when you created
the recurring document, usually the first day of the next accounting period).

NOTE: Remember, when using multiple selections, you must enter the additional
document types (or company codes) using the “multiple selection ARROW” at the right of
the line. DO NOT enter a range from SC to SI — you will be provided a list of all documents
with types SC, SD, SE, SF etc...the same applies when requesting multiple company codes.
If you identify the range to be 1287 to 8172, the system will attempt to give you ALL
company codes falling in that numerical range!

Click the Execute icon.

The actual FI documents will be listed. If you double-click on each document, you can view
the actual entries that were posted to the general ledger.

NOTE: You may run this process at any time during the month and you may run it
multiple times during the month. If it has been determined that an additional accrual entry
document was created after the accrual reversal process is complete, simply repeat the
process. Running the process more than one time during an accounting period will NOT
result in duplicate entries! The system will ONLY create the reversal entry once for each
period and ONLY once for each accrual document!

¢ To print out the ‘List Of Reversal Documents’ for filing, select: LIST = PRINT; the
screen: Print Screen List is shown. Then select: OUTPUT = PRINT and the ‘Spool
Request Number’ is shown and the list is printed.

‘ Warning: Make sure the system printer is properly connected.

98 General Ledger




Financial and Controlling

z Voiding or Cancellation of an Accrual Document

There might be occasions, after entering an accrual document, where it has been determined
that the document is incorrect. You may need to “Void or Cancel” the document. Although
it might seem logical, the Accrual Reversal process should NOT be executed. This process
will just reverse the document in the following accounting period as noted in the document
header information — it will not “delete” or “void” the entry! Instead, another accrual
document (identical to the first) should be prepared with “reverse” signs of the original, using
the same header information. This will result in the two entries zeroing each other when the
month end accrual reversal is performed and they will both reverse in the following
accounting period with a “null” effect.

Use the following menu path to prepare the accrual with “reverse” signs to use with the “post
with reference” process:

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
> PERIODIC PROCESSING > CLOSING > VALUATE > ENTER ACCRUALS

Transaction Code: FBS1

Enter Accruail/Deferral Doc.: Header Data

mctassgnmtmodel.. | GIL iter fastentry | Postwith reference

B1/31/2003 5B 1287
013142003 4 uso
Translationdte

Inverse posting

Reversal reason 03
Reversal data [Q2ée1/2003

Firstline item

Patidy @cnunt Sp.GIL Trans.bype

Click the [Post with Reference] button.
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Goto  Ext Setlings  Environment Systerm Help

2laH €O CHE Hnan DE @

Post Document: Header Data

Document  Edit

Reference
Document number
Company code
Fiscal year

Generate reverse posting
Enter GIL account itemns

Do not propose amounts

Display line items
Copy texts
Transfer functional area

|
|
[] Recalculate days and percerfages
|
L1
|

\

| \ b [ova iy 2om bEl | mwrsans | OvR

Enter the original document number (thy incorrect one), the applicable Company code and
the correct Fiscal year.

Ensure the checkbox labeled “Generate reverse posting” is flagged.

&

Press the Enter key or click the icon.

You will be returned to the initial screen with the Header information shown. Note on the
bottom of the screen, the posting key and the account number has been populated
automatically with the data from the original accrual entry only with REVERSE signs.

Enter the reversal date (Use the same date as the original accrual document, usually the first
day of the following accounting period).

&

Press the Enter key or click the icon.

The proposed entry will be displayed — Note that the entry is the exact reverse of the original.

]
Click the SAVE icon and the task is complete. Remember to go back into the system
and re-enter your adjusted or corrected accrual document. The net effect of the two entries is
zero. In the following accounting period when the accrual process is executed, the net effect
will again be zero.
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@ End Of Month Introduction

The end of month processes dramatically change upon the implementation of SAP.
Formerly, with the BLAS system, the responsibility for the monthly closing of the system
was the accounting offices in the field. Now with SAP, the work has been split, the field
takes care of some things, but the majority of the closing procedures are run at headquarters
level. This is so all company codes on SAP can be closed simultaneously. The RAMCAS
interface can only be run one time so it is important that all SAP implementations are closed
together.

One of the most important things for the field to accomplish in order to close, is entering data
on a timely basis. The DARs, Goods Receipts (GRs), and Invoices must be posted before the
end of month processes can really be started. The end of month cut off is no longer 10
business days, it is now the calendar 10" of the month. The biggest tip we can offer is that
no DARs, GRs, or Invoices be held. As soon as they come in they must be posted. That way
there is no big rush at the end of the month to begin to post documents. However, a new
feature on SAP, is that during the first ten calendar days of the month two posting periods
will be open. This means that if the DARs, GRs, and Invoices for the first month are
completed, there is no reason not to begin posting the DARs, GRs, and Invoices for the new
month. This way the closing process does not halt the data entry.

The field has access to their reports at any time. This is one of the major benefits of SAP, the
fact that it is a real time system and as long as the data is being entered, there is information
available at any time. However, headquarters runs assessments and depreciation so certain
reports may not be fully accurate until these processes have been completed.

Another change is that there will no longer be the TC from headquarters. You will not be
responsible for entering the headquarters journal entries. Headquarters can enter them on
their own. In turn, there is no longer any need to TC back to headquarters. The real time
aspect of SAP cuts out these batch jobs all together.

One thing that has not changed is the Payroll Accrual. It is still necessary to do a payroll
accrual although now it must be broken down by cost center. The payroll accrual is one of
the things that users tend to forget during the first month live.
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z End of Month Field Responsibilities

The following is a list of the field responsibilities in the closing process
and instructions on how to complete them.

1. Review/post parked documents.

Use the following menu path to display what documents have been parked. The
listing will identify what type of document and the originator.

Menu path:  Accounting = Financial accounting = General ledger =¥ Periodic
processing =* Information system = Report selection =* General Ledger Reports

=> Documents = Parked Documents List

Transaction code: F.97

NOTE: Minimize the number of documents that have not been processed. If they
are parked for approval, they are not yet posted. This means that nothing has been
entered into the GL.

2. Ensure that all goods receipts have been recorded for the month.

MWR Headquarters will send a reminder message for this on the last day of the
accounting period.

3. Post recurring entries and accruals.
e Process recurring entries

Menu path: Accounting =¥ Financial accounting =» General ledger = Periodic
processing =* Recurring entries =% Execute

Transaction code: F.14

Enter the company code.

NOTE: This job can be done anytime during the month.
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e Enter accruals (See the accruals section of the handbook.)

Menu path: Accounting = Financial accounting =% General ledger = Periodic
processing =¥ Closing =» Valuate =» Enter accruals

Transaction code: FBS1
Enter the accrual document information for the document type "SB". The accrual

document should be dated for the last day of the month and the reversal date for the first
day of the next month.

NOTE: Accrual documents do not automatically reverse, the reversal must be activated
by transaction code F.18 (see "Accrual reversals" section of this document).

SPECIAL NOTE: This job can be run anytime during the month if the accrual amounts
are known.

4. Complete asset transfers.

Transfer the Assets under Construction (AUCs). This transaction will be executed each
time an AUC is completed and ready to start depreciating.

Menu path:  Accounting =* Financial Accounting =» Fixed Assets = Postings =
Transfer =» Transfer within Company Code

Transaction code: ABUM

Note: If residual posting is necessary for items to be expensed, make this entry first via a
journal entry, then transfer the remaining value to be capitalized to the new asset using the
transaction code ABUM.

Note:  An asset master record shell must be created / exist for this process. You will need
this asset number in order to capitalize the AUC.

SCREEN Transfer: Initial Screen

Field Description/Usage

Company Code Enter specified company code.

Asset Enter the asset under construction (class 179000) that is to be
capitalized into another asset.

Sub Number Asset sub-number of asset to be transferred/capitalized

Code (if applicable).

Document Date | The date that appears on the FI document. SAP will default to
the current date, change if necessary.

Posting Date The date that the transaction is to be posted in FI. SAP will
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default to the current date, change if necessary.

Period The system will default the period according to the posting date
entered.
Trans. Type Enter the following transactions:

e 320 for assets to be capitalized that were acquired in the
current year.

e 300 for assets to be capitalized that were acquired in a prior
year.

SCREEN Create Asset Transaction: Retmt transfer of curr-yr acquis from
AuC.

Fixed Asset Enter the fixed asset that the AUC will be transferred to. Note:
this master record must have already been created.

Asset Value Date | This is the date that the asset will base the depreciation start
date from. (dep.begins on 1* day of the next month following
the asset value date)

Complete Select this field to transfer 100% of the asset.

Retirement
Amount Posted | Assets will be completely retired, so this field is not required.
Percentage Rate | Assets will be completely retired, so this field is not required.
Quantity Assets will be completely retired, so this field is not required.
Text This field appears on all line items created for this document.
The field is free form text and can be used for comments.
Document Type | ‘AA’ for asset transaction.

Assignment This field appears on all line items created for this document.
Reference This field appears in the heading document.

Click on the ‘display document’ to review the journal entry that will occur from the posting
of this document. SAP will give the user a warning “There are differences between the
depreciation methods” or “The depreciation start dates are set automatically”. Press Enter
to pass over this message. The message makes sense, as AuC assets are not depreciated, but
the asset that they are being transferred to is being depreciated.

Press “Post” icon to post to FI-GL and to capitalize the asset.
5. Accrual reversals.

Post the reversals of all accruals in the next accounting month.

Menu path:  Accounting =¥ Financial Accounting =» General ledger = Periodic
processing =» Closing =» Valuate =» Reverse accruals

Transaction code: F. 81
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Field Description/Usage
Company Code | Enter the 4-digit company code to define into which
company account you would like to post the journal.

Document Leave the document number field blank so that the system
Number will scan all accrual documents.
Fiscal Year Enter the fiscal year of the accounting document -

formatting as ‘YYYY'.

Document type
SB for AJVs

There are further selection options on the selection screen which may be set to narrow down
the number of documents which are selected for reversal, (e.g., user name) — these are
optional.

Ensure that the test run checkbox is flagged.

After completing inputting, select: PROGRAM > EXECUTE; the system searches all the
accrual documents based on the selected criteria and lists out all documents for checking at
this test run. At this stage, when the relevant documents have been checked, the “Reverse
documents” button may be selected and all documents are reversed. Without

the test flag on, all documents which fit the program’s selection criteria, will be reversed
without the system providing an opportunity to view the selected documents first.

Helpful Information:

¢ To print out the ‘List Of Reversal Documents’ for filing, select: LIST = PRINT; the
screen: Print Screen List is shown. Then select: OUTPUT - PRINT and the ‘Spool
Request Number’ is shown and the list is printed.

6. Make sure all open item managed accounts are properly cleared
Clearing GL accounts is an important part of reconciliation on SAP. This is the best way to
monitor what is being entered in these accounts and make sure that things are being properly

posted. The list of accounts that should be cleared and detailed instructions on how to clear
them are in the section of this chapter entitled “Clearing GL Accounts”.
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Process Schedule | HQ Resp. | Field Resp.
Routine Processes
Open Item Clearing Daily v v
Positive Pay Daily v
Electronic Funds Transfer Daily v
Cash Concentration Daily v
Payroll Interface Biweekly v
End-of Month Processes
Review/post parked documents 2 days v v
(HQ will send message if parked documents before end
found) of month
Ensure all interfaces have been run for the Last v
month working
day of
month
Ensure all goods receipt have been recorded Last v
for the month working
(HQ will send reminder message to field) day of
month
Open next month to postings Last v
working
day of
month
Post Recurring entries and Accruals®* First v v
calendar
day of
month
Open new MM posting period First v
calendar
day of
month
Open Item Clearing First v
calendar
day of
month
Complete asset transfers Fifth day v
of month
Asset Depreciation Run Tenth day
of month
Post Assessments Tenth day
e VQ Echelon of month

e VQ Headquarters
e Property/Liability
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Accrual reversals** Tenth day v v

(HQ will verify that all have been run for the of month

month)

Trial Balance Run Tenth day v
of month

Close Postings to prior month * Tenth day v
of month

Create Monthly Financial Statement Extracts Tenth day v
of month

SAP to RAMCAS Interface Tenth day v
of month

z End of Month Inventory Posting

Recently the RAMCAS department authorized the use of four different General Ledger
accounts to process resale inventories at the newly implemented regions. They are 151000
and 401000 for the MWR departments and 151001 and 401001 for the VQs.

Also, the method the field uses to post the monthly inventory/COGS journal will change.

The first step in this process, which will be a multi-line data entry procedure, will be to
determine the end-of-month balances in the 151000 — Resale Inventories GL Account. These
balances will be sorted by cost center as this information is critical in providing an accurate
COGS value for the facility/cost center Profit & Loss statement.

There is an existing report that will show the GL account balances by cost center. Use the
following menu path or transaction code to access this report.

Menu path:  ACCOUNTING = FINANCIAL ACCOUNTING = GENERAL
LEDGER = PERIODIC PROCESSING = INFORMATION SYSTEM = REPORT
SELECTION

Transaction code: F.97

GEMERAL LEDGER REPORTS

—&E Month-end Reports
—0E Payroll Prodgrams

—&E Month-end Processing
—XE General Ledger Reports

B8 Master Data
0B Documents
&= Account Balances & Line Items

DAR Summary Report

8 GfL Account Balances

B General Ledger, Line Items

0 G/L Account Balances Summarized by fccount ClassesiCategories
@\ Posting Totals

&= Line Item Journal

AIMS 217 Posted Line Items

GAL Account Balances by Cost Center
Use e TCPOTL IeC SNOWI1 dDOVE L0 dCCESS L€ U/ L ACCOUIIL DAIANCES DY LosL Lener
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On the selection screen, use this table to determine the correct field entries:

Fiscal Year: Enter the applicable fiscal year

Period: Will default based on the system date

Company Code: Enter the correct company code

Account: Enter the GL Account number: 151000 Resale Inventories

The following is a sample excerpt of the report:

Report: Z01/2C13 G/L ACCOUNT BALAMCES BY COST CEMTER Pag[
User:  HO_PB5TFO Feriod 3 Ended December FY 2003 Dat
Company Code: 1146 MWR M58 MIDSOUTH
Account Number: 151000 RESALE INYENTORY
Cost Center Group: * Cost center group
Cost Center Bedginning Balance Dehit Actiwvity Credit Actiwvity En
4444 MDS JOE DUGGER FIT CTR MERCH RES 1146 4,713.49
4466 MDS HELMSHMAM CLUB FOOD RESABLE 1146 R3, 902 78 167 . 42-
4467 MDS HELMSMAM CLUB BAR RESALE 114G 9,504 .93 61.95-
4468 MDS HELMSHMAM CLUB OTHER RESALE 1146 2,225 B0
4470 MDS CPO CLUB RESAELE 1146 8,359 .86
4473 MDS BINGD MERCHANDISE RESALE 1146 1,131 11
4477 MDS GE PRO MERCH RES 63,399 63 1,093 208-
449F MRS FARIFS PFAK FANM RFSAIF 114R 11 3R 4R 17R fi-

Note: Using a locally determined method of recording the Ending Balances by cost
center (download to a spreadsheet or record manually), make a record of the ending balances
to be used in calculating the actual data entry for SAP. Make use of the small worksheet
shown below. Remember, you MUST do this for every cost center.

Calculation Worksheet

Examples:
1. The ending GL account balance from the report above: 1,131.11
Minus the Monthly Inventory amount provided by the facility
Manager 1,000.00
The result of the subtraction _131.11

Cost Center Number 4473

This final subtraction result is the amount to be used in the Journal Entry process described
below. Remember to do it separately for EACH cost center.

You will use the following menu path to process this Inventory Journal transaction:
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Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
>DOCUMENT ENTRY > GL POSTINGS

Transaction code: F-02

VERY IMPORTANT NOTE: This is NOT an Accrual Journal

Use the following table to fill in the required fields on the opening screen:

Document date: The actual date of the Physical Inventory (usually the last day of
the month)

Posting date: The same date as the Posting date

Document type: SI — Inventory JV

Company code: The applicable company code

Reference and text:  Both fields are optional. May be used for explanatory text such as
“INVENTORY JOURNAL DD/MM/YYYY”

Click on the Fast Entry pushbutton to facilitate entering the items.

GiL account items
PE CoCdAccount Amount Site Costc  Assignment Temnt

| [@

PK (Posting Key) 40 — Debit Entry

Account: 401000 COST OF GOODS SOLD or 401001 COST OF
SUNDRIES SOLD

Amount: The amount that you calculated in Step 1 — 187.40 in our

example for the particular cost center
Cost Center: The number of the cost center 1681 in our example.

Use the TAB key to go to the next line of the fast entry window

PK (Posting Key) 50 — Credit Entry

Account: 151000 DEPARTMENT RESALE INVENTORIES
or151001 SUNDRIES INVENTORIES VQ

Amount: The same amount used on the line above — 187.40 in our
example.

Cost Center: The same as used on the line above — 1681 in our example.

Enter as many debit and credit entries as necessary to complete the journal.
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o
Click on the “Moon over Miami” icon, the document overview “% to check the

equality of your entries.

If the Debits equal the Credits, post the document by clicking on the Save icon.

Note and record the document number:

(10-digits)
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B Recurring Journal Entries

The ‘Recurring Journal’ is a periodic posting that is identical in terms of both account
numbers and amounts. The posting frequency is based on a user defined run-dates (i.e.,
monthly, quarterly or annually).

There are two ways of defining the posting frequency:
1. To Define the Interval Run in Months

Monthly or quarterly, with specified run-date in that interval called ‘interval run-date’.
2. To Define the so-called ‘Run Schedule’

This contains one or more run-dates that are to be set in the ‘Customizing’.

To use the Recurring Journal, the types and natures of transactions must be evaluated to suit
the characteristics of the journal. The main criteria are that the GL Accounts and amounts
are the same for every posting period.

With the transactions for the creation of the Recurring Journal, the General Ledger Clerk
will be assigned to create the Recurring Entry Document based on the approved requests.
The Recurring Entry Document is associated with the interval run-date or run schedule. It is
more flexible to use run schedule, especially when there is a change in the run-date or
increase of the run amount.

Here, the authorized person will be assigned to create and modify the run schedule. The
created Recurring Entry Document always requires the recurring entry program to create the
batch input session, which will be further processed to generate the physical posting to
update G/L account, (e.g., at this stage, the posted Recurring Journal is created).

At the last run date specified in the interval run-date or run schedule, the deletion indicator
will be automatically assigned to the concerned Recurring Entry Document, which will later
be deleted from the system with the Archiving process.

It is also possible to manually switch this deletion indicator on or off for any Recurring Entry
Document, if the concerned Recurring Entry Document is no longer in use or when the run-
date is extended respectively.

At any stage of the process, (i.e., after creation or after first / second postings based on the
specified run-dates, etc.), the Recurring Entry Document can be listed, displayed or printed
out for information. The header and item details in the Recurring Entry Document can be
changed or updated when required. Any Recurring Entry Document can also immediately be
deleted from the system without passing through the Archiving process, if the concerned
Recurring Journal is no longer in use.
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After posting, to verify the posted transactions, the referenced Recurring Journal can be
found via the document searching menu, and the relevant Recurring Journal can be used to
display the posted transactions and account balances. The manual standard G/L posting
document can be used for any required correction of the posted recurring transactions.

The posted recurring document / transaction report is to be printed out on the monthly basis
for documentation.

Note that the whole procedure for Recurring Journals can be performed via General Ledger

or Accounts Payable; however, using General Ledger is selected as a basic operational path
for this document.
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@ Create Recurring Entry Document

With the information obtained from the person requesting the journal, the General Ledger
Clerk creates ‘Recurring Entry Documents’. ‘Recurring Entry Documents’ are used for
transactions requiring periodic posting. These postings can be made at various time intervals
with any specified run-date. When the ‘Recurring Entry Document’ is posted after creation,
the system stores the data without updating G/L account balances.

The ‘Recurring Entry Program’ uses this posted Recurring Entry Document as a basis for
creating posted accounting documents (“‘Recurring Journals’), (e.g., the account balances are
only updated when the execution of recurring entry program with batch run, during periodic
processing, is performed).

To create the Recurring Entry Document, the following menu path is used:

Menu Path: ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - DOCUMENT ENTRY - REFERENCE DOCUMENTS - RECURRING
DOCUMENT

Transaction Code: FBD1

Screen: Entering Recurring Entry - Header Data (No. 0106)

Document Edit Goto  Extras  Settings  Emwironment  System  Help

& afjd H @@ S EE D000 IEE @ o

Enter Recurring Entry: Header Data

GiL itern fast entry || Postwith reference || Account assignment model

Company code | @

Recurring entry run

Firstrun on

Lastrun on

Interval in months

[] Transfer amounts in local currency [] Copytexts
[] Transfer tax amounts in local currency

Document header infarmation

Document type 56
Reference
Daocument header text

Firstline item
Pstky Accaunt Sp.GIL Trans type
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Field Description/Usage

Company Code | Enter the appropriate company code for the base/fund in which the
journal is to be posted.

First Run On Enter the first date from which the Recurring Entry Document is to
start running.

Last Run On Enter the date up until which the Recurring Entry Document will be

run inclusively.

Interval in

Input the run frequency for the Recurring Entry Document (e.g.

Months monthly, quarterly or annually). Generally, the run frequency will
be monthly, code 01
Field Description/Usage
Document The document type for G/L Recurring Journals, which is SG, is
Type defaulted into this field.
Reference Doc. | Enter the reference number for this recurring journal.
Document The entered text is to be applied to the document as a whole, not only
Header Text on certain line items.
Posting Key Determines whether the account is debited or credited. Enter :
40 = Debit
50 = Credit
Account Enter the relevant G/L account.

After completing this screen, the next step is to input the recurring transactions.
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There are two ways to input the ‘Recurring Journal’ Transactions a normal line item entry

or G/L fast entry. Be sure to choose only one:

Using Normal Line Item Screen

Screen: Enter Recurring Entry: Create G/L Account Item (No. 1007)

Cocument  Edit Goto  Exras

@ @

Seftings  Environment System  Help

I @@ CEE DDLN BE @

Enter Recurring Entry: Add G/L account itemn

=2 B [ =& More data | Actassanmmt model...

GIL itermn fast entry || Tax amounts

GiL account 151000 DEFARTMEMNT RESALE INVEMTORIES

Company code 1353 WWR MID-ATLANTIC REGION

Itern 1 7 Debit entry £ 40
Arriount | USD
[ Calculate tax
Costcenter [Eq Order
Article Site
Gluantity
Aszsignment
Mextline item
Pty Account Sp.GiL
Field Description/Usage
Amount Enter the appropriate amount for the transaction in the specific
G/L account.
Cost Center Enter the appropriate cost center for the line item posting.
Text Enter the required text for the certain line item.

o

After entering all of the line items this way, Click on the Overview Button “

If the document is correct and balances (the debits equal the credits), post the document.

Menu Path: Document = Post or Click on SAVE Button
document. Finally, note and record the document number.
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Z Creating the Recurring Entry Batch Session

At the end of each month, you must complete a two step process to execute the postings for
the recurring entry documents that have been created. Keep in mind that when creating a
recurring entry document, a template is created, but NO entry is posted to the General Ledger
until this two step process is complete. The two steps are:

1. Creating the Recurring Entry Batch Session
2. Executing the Batch Session

After these two steps are completed the journals will be posted to the proper GL Accounts.
To Create the Batch session:

Menu Path:  ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - PERIODIC PROCESSING - RECURRING ENTRIES 2> EXECUTE

Transaction Code: F.14

Screen: ‘Create Posting Documents from Recurring Documents’

(No. 1000)
Programm  Edit Gota  System  Help
V) Bl @@ B 000 BRE &
Create Posting Docuinents from Recurring Doctinents
& F )l
General selections =
Document type to = —]
Posting date to o
Entry date to o
Reference numhber ] o % B
Reference transaction ] o
Referance key to =
Logical systerm to o
General selections
Settlement period 4 to E
Run schedule ta E
User ] E
Cutput control
Batch input session narme
Uset narme HO_PGE&TFA
Blocking date for Bl session
iv| Holdprocessed session | [«
2
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The required input is:

Field Description/Usage
Company | Enter the appropriate company code for which you want to execute
Code the recurring entries (You may run this process for more than one

company code in one session.)

Settlement | This is a range of dates. Normally, this range should start with the

Period first day of the month and end with the last day.

Run Leave this field blank. MWR/VQ will not be using run schedules
Schedule for recurring journals.

Batch Enter a unique name for your session. You will need to remember
Input the session name in order to execute the batch process, so name the
Session session with a name that helps you identify your company code,
Name month, name etc. (Since more and more company codes are going

live on SAP, it is becoming more important to identify your batch
sessions with your base abbreviations. This will help you more
quickly identify your sessions as well as help HQ identify them
with the appropriate region. )

For example, if you are running a reccuring entry for mooring;
please include your base abbreviation and the type of transaction in
your batch session name: SDG_ MOORING or SDG_RECUROI.
Your base abbreviation is the first three letters of your user id:
GLK for Great Lakes, SDG for the Southwest Region and so on.
User Name | Enter the log-in user name for reference, which will be used as
selection criteria.

Hold
Processed | This checkbox should ALWAYS be checked.
Session

It is necessary to run the job in the background by clicking on PROGRAM — EXECUTE
IN BACKGROUND. A print screen will pop up which is shown on the next page. It is
important to make sure that the “print immediately” radio button is empty. There is no need
to print at this point. Click on the green check mark to continue.
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Lacal Printer

()

UhiWWE_TMN_FS14457_1_Comp?

Numberof copies 1

Mumber of pages
@ Printall
) Printfrom page

Spool reguest

Marme
Title
Authorization

SAPF120_ HO_

Print immediately
[ ] Celete after output
Wew spoal reguest
Print priarity 5 Mediurm
Spoal retention per. 8 Dayls)

Archiving mode Frint anly

Print settings

Fepaort page Gh
Report width a0

Fowes

Columns

_@ | U.ser-speciﬂc print p;arametera | @

[] by text

[ SAP cover page

[ QperSys cover pade
[ ] election cover page
Recipient HO_PESTFA

Department

Click on the Green Check mark to continue.
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When the next screen pops up click the “Immediate” pushbutton. After
clicking on the Immediate button, the Save icon will appear at the bottom part

After jok At operation mode

@ cheek ) %

Then, it is necessary to click the Post/Save Icon located at the bottom of the next screen.

If the user receives the following message, the Session has been successfully created.

E Background job waz zcheduled far pragram SAPF120

v 0K @  Help
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z Executing the Recurring Entry Batch Session

The system will prompt you that your session has been created. NOW, you must run the
session!

The user can use the following menu path using the top menu bar regardless of where they
are in the system:

SYSTEM > SERVICES > BATCH INPUT > SESSIONS

Transaction Code: SM35

Edit Goto  Lhilities Help

B H Ce@ DHE Do AR @ m
Batch input: Session Overview
Analysis (b Process |[F Statistics |8 Log B Recording (T & & & F & 3]

System

Selection criteria
Sess: r Fram: To: Created by * %

‘ﬂ " Mew k Incorrect k Processed k In processing k In hackground k Being created k Locked |

Session narme |Created by |Date Tirrie Lock date  |Authorizat. 3 Trans. 5} @ | Zscreens |D. Q\El
RFBISAZ051FIHO_PESTDY [01/2372003/23:01:32 HO_PESTDY 411 2] L] 959 i EIIIE‘
_RFEISHEB4B4? HO_PESYDY [D1/23/2003/23:00:33 HO_PESTDY E54 1] L] 1,526 i D:l;l
_RFBISP.295934 HO_FPER7DY [01/23/2003/23:00:32 HO_FPES7DY 414 1] (0] q66 EA N .
_RFBISHEBEB?E HO_FPER7DY [01/23/2003/23:00:32 HO_FPES7DY 378 1] (0] arh (e
_RFBISP.2923DQ HO_FES7DY [B1/23/2003123:00:31 HO_FPES7DY 327 1] (0] T3 (e
_RFBISP.29231|3 HO_FES7DY [B1/23/2003123:00:31 HO_FPES7DY 327 1] (0] T3 (e
_RFBIS.“.Em 353 HO_PEEYD? |01/23/200322 59:33 HO_FPES7DY 873 1] (0] 2, 037 (e
_RFBIS.“.2B1 351 HO_PESYDT |[01/23/200322:59:32 HO_PES7DY 874 1] L] 2,051 EA(EN
_RFBIS.“.ZB'I J30HO_PESYDT ([O1/23/200322:59:32 HO_PESTDY Toa 2] L] 1,652 EA(E
ISA202300 HO_PESTDY [B1/23/200322:59:30 HO_PESTDY 327 2] L] G2 ks Elilj
202307 HO_PESTDT |B1/23/2003(22:59:30 HO_PESTDY 327 2] L] T3 i Elilzl
LD [ (][]

[ ID\-"E (1 (200 mwrsaps | OWR

Click the push button next to the session you wish to run. Click the push button for
“Processing” @Pmcess
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Fun mode Additional functions
' Processfforeground [ ] Extended log
@ Display errors only
! Background [] Expert mode
Destination

l:l Dwnpro standard size

Process | 3

Ensure that “Dynpro standard size” is NOT selected. Ensure that the “Display Errors Only”
radio button is filled in.

Display Errors Only: This allows you to immediately correct the errors without reprocessing
the session. When the session has run error free, a message will appear stating that the batch
has been processed successfully.

To view the actual postings to the General Ledger, go to:

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
>DOCUMENT > DISPLAY > LIST

Transaction Code: FB03

Enter the appropriate company code. Enter the Document Type “SG” — the recurring
document type. Enter the Posting Date (the date that you indicated the entry should be posted
when you created the recurring document, usually the last day of the month)

Click the Execute Icon ¥ .
The actual FI documents will be listed. Note the number range (15XXXXXXXX) of the
documents. Remember when you created the template for the recurring entries, the number

range was 95XXXXXXXX. The actual posted recurring entry journals has a number range of
ISXXXXXXXX.

If you double-click on each document, you can “drill-down” to view the actual entries that
were posted to the general ledger.

Note: You may run this process at any time of the month, and you may run it multiple
times, if it is determined that an additional recurring entry document has been created after
the execution process is correct. Running the process more than once during an accounting
period will NOT result in duplicate entries! The system will ONLY create the recurring
entry journal once for each period for each individual entry template.
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Z Check Posted Recurring Transactions

The following process can be performed to ensure the correct posting of transactions after the
complete posting of recurring entries. There is no other information from the system
regarding the generated accounting document from the posted recurring transactions.

1. Checking the Accounting Document Generated from the Posted Recurring Transaction.

Menu path:  ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - DOCUMENT - DISPLAY

Transaction code: FB03

Z| 0 i Beea CHE SDODIRE QS
Display Document: initial Screen

[ List 14 Firstite | Z Editing options

Keys far Financial Accounting

Document number
Company cade

Fiscal year

Screen: Display Document - Initial Screen (No. 0100)

Input the Company code and Fiscal Year, then execute: DOCUMENT - LIST.
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Program  Edit  Ge e Help

B H I @@@ DEE D000 EHE @B

&

Document List

@ )=

Company code = | @ 0 o

Document numher o =

Fiscal year o 54

General selections
Document type o 54
Posting date 0 o
Entry date to o
Reference number to o
Reference transaction o =
Reference key to o [%
Logical system o 54

Also display noted iterns
[] Display noted items

Search for own documents
[] Own documents anly

| D ‘ D2 (1) (2000 rmwrsapa | OVR

The screen: Document List (No. 1000) is shown.

Input the Fiscal Year and Document Type (SG) and select ‘Dynamic Selection’. Input the
required Recurring Entry Document Number and save the input, then execute the system and
the accounting document for the concerned posted Recurring Journal is shown. By
displaying the accounting document, the posted accounting transactions can be checked for
correctness and completeness.

/ NOTE: Ifthere is NO field for Recurring Journal Document Number after
‘Dynamic Selection’, select - ‘New Field Selection” and switch on the Recurring Entry
Document and ‘Save’ the selection, then the field for the ‘Input Of Recurring Document
Number’ is shown.

2. Checking the G/L Account Balance of the Posted Items.

ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL LEDGER >
ACCOUNT - DISPLAY/CHANGE LINE ITEMS

Transaction Code: FBL3N
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Screen: Display G/L Account - Line Item Screen (No. 0120)

Input the G/L Account and Company Code and click on the radio button on the ‘Open Items’
section of the Line item selection area and click the execute icon. Then the G/L
transaction(s) with referenced Recurring Journal, as listed in (1) above, is displayed for
checking. This allows the user to see the impact of the recurring journal on the GL.

IO ee@ BHE DDLD BE @
G/L Account Line item Display

GiL account selection
GIL account | 1o
Company code to

Selection using search help
Search help ID
Search string
Complex search help =

Line item selection
Status

@ Openitems
Cpen at key date o1 /28/2003

) Cleared items
Clearing date to
Open at key date

1 Al items

Pnsting date tn
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z Display / List / Print Recurring Entry Document

The ‘Recurring Entry Document’ can be displayed at any stage of the process, providing that
the document is not yet deleted via the Archiving process.

Menu path:  ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - DOCUMENT ENTRY > REFERENCE DOCUMENTS - RECURRING
DOCUMENT - DOCUMENT - DISPLAY

Transaction Code: FBD3

Docurnent  Edit Goto Wiew  Systern Help

] A H I @@ CERE ODLDIEHE @6

Display Recurring Document: Initial Screen

List |4 Firstitern 42 Editing options

Keys far Financial Accounting

Document number |
Company code
Fiscal vear

Screen: Display Recurring Document Overview (No. 0700)

Field Description/Usage

Document Enter the required Recurring Entry Document number.
Number

Company Enter the desired company code for the base/fund in which
Code the recurring document was posted.

Fiscal Year | Enter the fiscal year of the document.

Press ‘Enter’ to display the document.
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g 0 30 H e@e CHE DDLD HE @@
Document Overview
124 M METF B FE G chooss & see T @D & B H T H

[
[Doc. numher 95000061 42 Company code 1034 Fiscal year 2002 B
Doc. date 03/08/2002 Posting date O3/08/2002 Period 253
Ref.doc. RECURRING J¥

Doc.currency usD
Doc.head . text RJY 101E

40| | 251800 UNEARNED IWCOME 56 . 0o
50| | 301000 RESALE REWEMWUE 181 5. 00-

ra =

(N

Screen: Display Recurring Document Overview (0700)
To view the Header data, select EXTRAS > DOCUMENT HEADER

The Header data for the Recurring Entry Document is shown.

R 1018

O3/03/2002

E. .EIE 200e2

Foot
_EIS."BS."EEIBE -14:1E:EIT

Changeden  lastupdate
Parkedby
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The overview of the Recurring Transactions is shown by items and the details by item can be
displayed by selecting a line item.

List and print the ‘List of Recurring Entry Documents’

Menu path:  ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - PERIODIC PROCESSING - RECURRING ENTRIES - LISTS

Transaction Code: F.15

4| 2 2dB eee SH® unhon BE Qn

Recurring Eniry Documents

olols

General selections
Posting date to
Refarence nurmber to

ol

Technical settings
[] Read items sequentially

Further selections

CPU date to | =
Entered by to =
Start date to | =
End date to B
Run schedule to E
Deletion indicator to =

Mon-filled documents
= 1 Dnciments from ne rn
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Screen: Recurring Entry Documents (No. 1000)

By entering any criteria into this screen, the system will provide the ‘List of Recurring Entry
Documents’ as specified by the selected criteria. Some other (optional) criteria are:

. Company Code

. Fiscal Year

. Posting Date

. Start Date

= End Date

. Run Schedule

= Deletion Indicator

To print out the ‘List of Recurring Entry Documents’, use the menu: LIST - PRINT.

gl 00 310 eee CH® nhon BE @

Print Screen List

| Caontinue || User-specific print parameters |

[_acal Printar (=)

WhIR_TM_FS14457_1_CompT

Mumberafeopies 1

Nurnber of pages
@ Print all
() Printfrom page

Spool request

Mame
Title
Autharization

RFDALUBOA_HO_

Spool options
Print immediately

[ Delete after output
Mew spoal request

D SAP cover page
D OperSys cover page

[] Selection cover page

Print priority 5 Medium Recipient HO_PES7FS
Spoal retention per. 8 Dayis) Department
Arrhivinn more Print nnl

Then in the screen: Print Screen List (No. 0100), execute: OUTPUT - CONTINUE.

The ‘Spool Request Number’ is shown to display Printing information.
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z Print Out Recurring Journal Reporting

After completing the whole posting process of Recurring Journals, the ‘Report For Posted
Recurring Journal’ with transactions can be printed out for filing and documentation.

Menu path:  ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - PERIODIC PROCESSING - INFO SYSTEM - REPORT
SELECTION > GENERAL LEDGER REPORTS - ACCT BALANCES AND LINE
ITEMS - LINE ITEM JOURNAL - AIMS ALL POSTED LINE ITEMS

Program  Edit Gota  System  Help

@ 200 @@ 2HE anos R @B ==

Line ftemn Journai
B [ )=

Company code | @ to [~
Fiscal year ta % E
General selections
Posting date ta
Technical settings
Data sources
|fﬁ Choose data sources
Further selections .
Customer section
Customer account to
Vendor section
Wendar account to
GIL account section
GIL account to
Assets section N
Asset number to l_c(>\ E
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Screen: Line Iltems Extract (No. 1000)

Input the Company Code, Fiscal Year and select ‘Dynamic Selection’.
Input “SG” in the Document Type, Save. Select the icon e

Chonze data sources

Choose data source

Database
Use datahase

Archh\)gs
CT Ude e
A\ 001095-001F1_DOCUM... [ |
| \phnnse archive | 0011 73-001FI_DC LIk . B
\ 001748-001F1_DOCUIM..
| \g” {onioff) | 002051-001F1_DOCUIM..
2l Grchives 002082-001F1_DOCUIM ..
002053-001F1_DOCUM.. | |
; 5
Canvrt at read | 0]

Object FI_DOCUMNT  Financial accounting do

TR

\

Check the Use Database check box, uncheck Use Archives, then press Enter or click the
green checkmark.

Execute the system.| @
The accounting document for the concerned posted Recurring Journal is shown.

/ NOTE: If there is no field for Recurring Journal document number in ‘Dynamic
Selection’ Select — ‘New Field Selection’ and switch on the Recurring Entry Document and
save the selection, then the field for the input of recurring document number is shown.
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List Edit Goto

1H @@ CHE DL HE @@

(<]
Im)

Line item Journal

MWR WAS JACKSONYILLE Line Item Journal Time 10:28:16 E
JACESONYILLE RFEPDJBB.’HQ_PBEE
Pstyg  CPU Document  Lin Doc.  Bus. Po G 5 Account User Gurr. D/C amount Tx A1location
date date  number itm date ar  ky L C number name key cd number

Company code 1034 Account type 5 Document type PR Sales type Fosting period G103

100102 102502 4800000001 002 102802 83 ooEp401004 SAPODSS1 usn 8. 46

102802 102502 4300000002 002 102802 93 ooEp401004 SAPODSS1 usp 0.20-

1034 5 PR 0103 * USD B.26 *

MWR MAS JACKSONYILLE DE Line Item Journal Time 10:28:16
JACESONYILLE RFEPOJEEHO_PES
Psty  CPU Document  Lin Doc. Bus. Fo G 5 Account User curr. D¢C amount Tx Mlocation B
date date numher itm date ar ky L C number name key cd number

Company code 1034 Account type 5 Document type RE Sales type  Posting period 03083

123002 123002 5100000800 082 123002 86 Ooan201610 HO_PESTFY uso 10.08 10 B20000459700
123002 123002 5100000000 083 123002 af QoRE2e1010 HO_PEGTFT usp 14.95 [0 G20000453700
123002 123002 51000000801 082 123002 86 Ooaoz201610 HO_PESTFY uso 8.00 10 680000459700
1034 5 RE 0303 * USD 3z.95 ¢ E
=

To create spool printing of the accounting document, execute the LIST - PRINT and then
OUTPUT > CONTINUE.
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z Update/Change Recurring Journal

It may be necessary to change items on the Recurring Entry Document after it has been
created or executed. You CANNOT add any line items. Also, note that the update/change
can be made to Header and Item data.

Menu path:  ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - DOCUMENT - REFERENCE DOCUMENTS - RECURRING
DOCUMENT > CHANGE

Transaction Code: FBD2

Document  Edit  Goto Yie

Change Recurring Document: initial Screen

List |4 Firstitern 42 Editing options

Keys far Financial Accounting

Document number
Company cade
Fiscal year

Screen: Change Recurring Document - Initial Screen (No. 0100)

Input the Company Code, Fiscal Year and the Recurring Entry Document Number to be
changed/updated.

Cacument Edit Gota  Seftings  Exras  Environment  Systern Help

& | 2l H I @@ SHE ODLHD HE @6

Document Overview
G244 »rMAETE TS [ chose [@sae T [E & E H Taxdata

IERIE)

Doc.type © 56 { Recurring journal j Recurring entry document

Doc. number 95000081 42 Company code 1634 Fiscal year 2002
Doc. date O3/o8/2002 Fosting date 030872002 Period 2]:]
Ref.doc. RECURRING JW

Doc.currency  USD
Doc . head . text RJY 101B

Itm|PK| 5| Account Account short text Cost ctr  |Order Bssignment Amount | Text
1)40 251000 UNERRNED INCOME 500 . a0
2150 31000 RESALE REWEMUE 181 500 . a6 -
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To change the Header data, select ENVIRONMENT - RECURRING ENTRY DATA.
This selection will bring you to another overview screen.

gl 22020 290 ¢6e@ LHE HDAA DR @F
Change Recurring Document: Overview
\g Taxes |\ﬁ Display currency|

] _9599999142 -1934
_93."98."2992 _93."98."2992 ﬂ

FReference  RECURRING v  Cress-CCno. |
Cumency  UsD =

[tems in document currency
Itm PE CoGd Account Description Costhr Order Amount in USD

a1 40 1034 251000 UNERRNED INCOME 500 . a6
BE2 50 1034 301000 RESALE REWENWUE 1e1 5@0. o8-

Dehiticredit

Then in order to change the header data it is necessary to click on the header icon @ and
then the only fields that can be changed are the Doc. Header Text and the Reference field.

If you want to make further changes click on GO TO = RECURRING ENTRY DATA
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Change Recurring Document: Recurring entry data

Document number 500AAEA39

Company code 1353

Fiscal year 2003

Recurring entry run
First run on 104012002
Last run on bt ¢01 /2003 (@)
Mext run an 1270142002
Interval in months 1
Run date 1

Run schedule
Mumber of runs 2
[] Deletion indicatar

Control data

[ Transfer amounts in local currency
[] Transfer tax amaounts in local currency
[ Copytexds

U « %

Screen: Change Recurring Document.: Recurring Entry Data

The following data can be changed at this stage:

Last run on Run schedule
Next run on Deletion indicator
Interval in Months No. of runs

Run date

All changed data must be saved after being changed.

Then, the Item Data can be changed by selecting (double-clicking on it) the required item, the
change can be made for Reference and Line item Text. The items that are available for
change will be in fields with white backgrounds. If the field background is grey it is not
possible to change the items. The changed Item Data will be saved together with the
document.

/
Note: The G/L account cannot be changed. The changed line items together with the
changed document can be saved without balancing.
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z Manually Flag a Recurring Entry Document for Deletion

The Recurring Entry Program automatically flags the concerned Recurring Entry Documents
for ‘Deletion’ after the last run of the Recurring Entry Document. The system thereby
indicates that those Recurring Entry Documents are not to be used again. The ‘Deletion Flag’
can also be set manually.

Menu path: ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - DOCUMENT - REFERENCE DOCUMENTS - RECURRING
DOCUMENT > CHANGE

Transaction Code: FBD2
Screen: Change Recurring Document - Initial Screen (No. 0100)

Document  Edit Gota System

Help
< e SHE SDa0 EE @
Change Recurring Document: Initial Screen

List |4 Firstitem | £# Editing options

Keys for Financial Accounting

Docurnent number |
Company code
Fiscal year

Input the Company Code, Fiscal Year and the Recurring Entry Document number to be
changed/updated. Press Enter or Click the Green Checkmark.

Document  Edit Goto  Sefings  Exras  Environment  Systern  Help

@ CHR DDoaD BR @m

Document Overview
F 24y METF EE B ®choose @sae TG EH E Txdeta

T4 1 1

Doc.type : 56 ( Recurring journal ) Recurring entry document

Doc . number 9500060639 Company code 1353 Fiscal year 2003
Doc. date 1141242002 Posting date 1141242002 Period 02
Ref.doc. AUG-JAN GOLF

Doc.currency  USD

Doc.head.text MEMBERSHIPS 4 MOS

Itm|PK| S| Account Account short text Cost ctr Order Assignment Amount | Text
1[40 [251000 UNEARMED INCOME AUG - JAN GOLF 93.75 | MEMBERSH
2|50 5O1060 PROGRAM REWENLE 1871 93 .75- | MEMBERSH
3[40 [251000 UNEARMED INCOME AUG - JAN GOLF 591.25 | MEMBERSH
4(50| [5E1000 PROGRAM REWENUE 1963 591.25- | MEMBERSH
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Use the menu path from the top menu bar: ENVIRONMENT > RECURRING DATA

ENTRY.

Screen: Change Recurring Document - Overview (No. 0700)

Z| N\ uJBcea ik

] 'Eﬁﬁmﬂmﬁﬁg
Hﬂlﬂ!ﬂﬁﬁﬁﬂ

ltems in document currency

Itm PKE
[E1 40
o2 50
o3 40
oo4 5o

CoCd  Account
1353 251000
1353 501000
1353 251000
1353 501000

Description
UNERRNED INCOME
PROGRAM REWEMWUE
UNERRNED INCOME
FROGRAM REVEMWUE

P 11/12/2802 2]

Dehiticredit

%5 B b N G

Costir Order

I

After you have reached this screen you must follow the menu path: GOTO - RECURRING
ENTRY DATA
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Screen: Change Recurring Document: Recurring Entry Data

Change Recurring Document: Recurring entry data

Document number 500AAEA39

Company code 1353

Fiscal year 2003

Recurring entry run
First run on 104012002
Last run on bt ¢01 /2003 (@)
Mext run an 1270142002
Interval in months 1
Run date 1

Run schedule
Mumber of runs 2
[] Deletion indicatar

Control data
[ Transfer amounts in local currency
[] Transfer tax amaounts in local currency

[ Copytexds

U « %

On the Check box labeled ‘Deletion indicator’, the checkbox may be manually flagged to
indicate the deletion of the specific Recurring Entry Document. Then, all the Recurring Entry
Documents with the Deletion indicator flagged will be deleted from the system via the
Archiving process, which will be performed at a later date.
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z Delete Recurring Entry Document

When the Recurring Entry Document is not to be used before the last run date as specified at
the creation time or in the run schedule, such Recurring Entry Document can be manually
flagged for deletion and deleted from the system. The document must be flagged for deletion
before it can be deleted, so this is effectively the second step in the process.

Menu path:  ACCOUNTING - FINANCIAL ACCOUNTING - GENERAL
LEDGER - DOCUMENT - REFERENCE DOCUMENTS - RECURRING
DOCUMENT - DELETE

Transaction Code:  F.56
Screen: Delete Reference Documents (No. 1000)

g 00 190 Ie@e BB anon PR QE
Delete Reference Documents

Input the Company Code, Fiscal Year and the Recurring Document Number to be deleted.

In the first run, switch on the ‘Test Run’ and run the program to generate a list of the
documents, which will be deleted. At ‘Test Run’, the system will not really delete the
specified documents.

After ensuring that the ‘List of To-Be Deleted Documents’ is correct, then the ‘Test Run’ is
to be switched off and the program can be executed for deletion.

The List Of Deleted Documents can be printed out for documentation by executing: LIST =
PRINT and then: OUTPUT - PRINT.
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Z Create an Internal Order

Posting to Internal Orders allows the accounting office to record what the revenues and
expenses are for special events. These postings are statistical in nature, meaning that adding
an Internal Order number to a DAR or Purchase Order does not change the accounting in any
way, it just creates a snapshot of the revenue and expenses associated with the event. Only
supervisors will have the authorizations to create an Internal Order.

Menu Path:  ACCOUNTING — CONTROLLING — INTERNAL ORDERS —
MASTER DATA — ORDER — CREATE

Transaction code: KO01

& |< HSaeq SHE D00 RE @

Create Intermal Order: Initial screen

[B] master data

Order

On the first screen there is only one required field: Order Type, for MWR/VQ it will always
be MWRI1. For Navy Flying Club it will always be NFC1. Navy Flying Clubs use a lot of
Internal Orders because every plane has its own order number.

After the order type has been entered, press Enter or click on green checkmark. @
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| 000 adBeee DHE ODaN RE @
Create Internal Order: Master data

[ MR MODEL ORDER

. Contral data

Basic data

Assignments

Company code 1
Responsible CCir
Requesting arder

General data
Department
Ferson responsible

Field Description/Usage

Short Text The name of the Internal order. In the case of special events,
what the event is called, and in the Navy Flying Club’s case, the
way the aircraft is identified.

Company Code | The company code the order is being created for.

This is the only required information. The Responsible CCtr, Requesting order, Person
Responsible, and Department are all optional.

After all necessary information has been entered, click on the post icon.
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A message will appear with an Internal Order Number:

Information

Order waz created with number 1000851

This number is what should be posted on DARs, Purchase Orders, and Invoices to capture the
revenues and expenses associated with the Internal Order.
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z Introduction to Intercompany Transactions

It may be necessary to perform transactions throughout the month that affect more than one
fund. These transactions usually occur when one fund provides goods or services to another.
For example, often MWR provides accounting services for VQ activities. Or, one MWR
fund may transfer ITT tickets to another. Instead of preparing a check payable to the MWR
providing the service/goods, an “intercompany transaction” may be performed. This
transaction is simply a general journal voucher with an alternate company code.

In order for this transaction to work properly, the two company codes doing business MUST
have an AIMS/SAP system relationship built between them. For example, a relationship
between MWR and VQ has, on occasion, been built for those MWR funds that provide
accounting services for VQ. In cases where a region exists, there are relationships built
between the MWR funds within each region. However, not all MWR funds/VQs have
relationships established in the AIMS/SAP system. MWR funds that are not part of the same
region will not be linked to each other automatically. All VQ funds will NOT be linked to
each other automatically — therefore, intercompany transactions may NOT be performed
between every VQ. If it is determined that an intercompany transaction is necessary where
NO relationship has been established within SAP, please contact MWR HQ (RAMCAS Field
Accounting Section) for guidance.

Keep in mind; there should ALWAY'S be some local policy or procedures in place to
perform “intercompany transactions”. Local procedures may be established where the local
MWR Business Office makes the intercompany transaction for payment for accounting
services by the VQ. Intercompany transactions must be agreed upon by both parties — some
local procedure MUST be established to document these transactions. For example, the
automatic processing of the intercompany transaction to record the monthly payment for
accounting services (by the VQ) to the local MWR Fund could be included in the contract or
Memorandum of Agreement (MOA) between the MWR and the VQ.

It is NOT recommended that this transaction be used to correct errors in posting between
company codes. Because the “intercompany transaction” concept is relatively new and can
be easily confused, it is imperative that documentation is COMPLETE. If an error is made (a
document posted to the incorrect company code), the document should be reversed and
correctly re-keyed into the correct company code. Likewise, if an invoice is posted to an
incorrect company code, the invoice should be reversed and re-entered correctly. If a check
was prepared from the wrong company code, it is recommended the check be voided, the
invoice reversed and re-keyed so that a complete and easily understood audit trail exists
concerning this payment. If it is decided that an “intercompany transfer” is needed,
documentation MUST be complete and MUST pass audit trail requirements. Remember, all
source documents should fully support the transaction and any auditors that may examine
your records must be able to clearly understand “intercompany transactions” using your
source documents and any on-line examination.
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z Posting Intercompany Transactions
In order to perform this “intercompany transaction”, use the following:

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
>DOCUMENT ENTRY > G/L ACCOUNT POSTING

Transaction Code: F-02

Complete the header information for the document. This includes the document date, the
posting date, the document type (SA is correct), reference information, document header text,
etc. The Company code should be the company code initiating the transaction. For
example, use the VQ company code (8019) when processing the intercompany transaction to
record the payment for accounting services to the MWR Fund. This is illustrated below:

gl 00 390 eee CH® nhon BE @

Enter G/L Account Posting: Header Data

|Held documert || Act assgnmt model.. || GIL item fast entry || Postwith reference

INTERCOMPANY

First line itern

Pstky 40 Account Sp.GIL Trans.type

Enter the appropriate GL Account number then press the Enter key or click the green
checkmark g .
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Complete the following screen to enter the amount of the transaction and the cost center.

| 000 alaBee@ DHE S0L0 PR QB
Enter General JV: Add G/L account item
|£> more data ||Actassgnmtm0de|...||GIL itemfastentr\,rHTax amuunts|

_EB'IBB'I
-8919

Itern 1 7 Dekit entry 1 40
G373.37

Amount

[ Calculate tax

Cost center 287 Order
Article Site

Gluantity
Assignment

Mext line item
Pty 15 Account 10006 Sh.GIL Mew cocode 1919|

Note that in the “Next line item” portion of the screen, we have used PstKey 15 (Incoming
Payment), the Account Number for CBQ which in this case is 10006 and the New co. code
(1019), the Mayport Naval Station MWR fund. This will record the revenue for the MWR

fund. Press the Enter key or click the green checkmark @ .
The screen now allows entering the amount of the Incoming payment. See the screen below.

| 000 2B e@e LHE aDon BE @
Enter General JV: Add Customer jtem

. | J) More data ||Act assgnmt moadel... || GIL itern fast entry | | Tax amounts |

ltem 2/ Payment receipt! 14

Armount §373.37 UsD
Bline date O1/31/2003
Invoice ref. ! [
Pmnt hlock FPrmnt method Pmnt meth.supl.
Assignment
Tent FOR ACCOUNTING SERVICES OF MyR| [8)i Lonatest |

Mext line item
Pstkiy

Account

MNew co.code
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Q
Now, click the “Overview Icon”

You will notice that the screen now shows both company codes affected by the intercompany
transaction.

g 0 240 Ieee 0N nnoan BHE QE

Enter General JV: Display Overview

| Display currency || Park document | | Act assgnmt model... || GiL item fast entry | | Taxes |

1819 MWR WAVSTA MAYPOR 6,373.37-

[terns in document currency

Itm FE CoGd Account Description CostCr Order Bmount
Qa1 40 2019 501001 GUEST REWEHNUE %0 287 G, 37337
a2 15 1019 10006 CEQN 6,373 .37-

D G, 373.37 C 6, 373.37 o.aa * 2 Line items

Other line item
P stkly | @count Sp.GIL Trans.type Mew co.code

It is very important when performing intercompany transactions, to go to the menu path:
DOCUMENT > SIMULATE. The resulting screen, shown below, gives the user all the
details of these intercompany transactions.
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Cacument  Edit Goto  Ex Settings  Environment  System Help
g 2l e LEE Dton HEE @m
Enter General JV: Display Overview

@'J Digplay currency  Park document | Act assanmt model... | Gl item fast entry | Taxes

1019 MWR NAYWSTA MAYPOR 6,373.37- B
lE

Items in document currency

Itm PK CoCd Account Descriptian CostCr Order Amount

[o1 40 8019 581084 GUEST REVENUE %0 287 6, ,373.37

B2 15 1219 10006 CEi G,373.37-

D G, 373,37 C G, 373,37 o.og o+ 2 Lineitems

Cther line item

P stk | @count Sp.GIL Trans.type Mew co.code E
=

Two documents will be created through posting of this transaction. One document for the
initiating company code (the VQ company code in our example) and one document for the
receiving company code (the MWR company code in our example). The offsetting entry for
each transaction is INTERCOMPANY CASH (101005). Be sure to record both document
numbers.

WARNING: Be aware that using intercompany transactions can lead to misleading
results when querying the amount in the GL account 101005. This type of journal posted
across company codes that do NOT involve Company Code 7900 — Inter-company and do
NOT represent cash transactions will affect the meaning and validation of any amount in
account 101005 at certain times during the accounting period.
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z Intercompany Document Reversals

If the need arises that you must reverse an Intercompany Transaction, you will need to follow
an alternate menu path rather than a normal document reversal.

To accomplish this type of a document reversal, we must enter the 16 digit cross company
code document number.

To ascertain what this number is, use the following menu path:

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL
LEDGER >DOCUMENT > DISPLAY

Transaction code: FB03

This transaction will allow a search for the correct Intercompany Document.

Document  Edit Goto Wiew  Systern  Help

] A H I CE@ SERE SDL0FEE @ b

Dispiay Document: initial Screen

List |4 Firstitem 4# Editing options

Keys for Financial Accounting

Daocument number
Company code
Fiscal vear |

In our example, we have entered the Company Code Number of the organizational unit the
initiated the original transaction — 8019 and the Fiscal year — 2002. We have left the
Document number blank. However, if you know the number it could be entered here and
then the Enter key pressed or the Green checkmark clicked. In our case, we are clicking the
List pushbutton to further narrow down the search. The following screen appears and we
have entered the document type — SA and clicked the Execute icon.
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Program  Edit

Document List

B & )=
Company code 8015 @ to
Document numhber to
Fiseal vear 2002 to B

General selections

Daocument type Sh to
Pasting date to | =
Entry date to
Reference numkber to
Refarence transaction to
Reference key [% to | =
Lagical system to

Also display noted items

[ Display noted items

Search for own documents

] ©wn documents anly

You can see from the following listing that the document has been labeled Intercompany and
we can double-click on the item shown.

List Edit Goto Systern Help

& B aH eEa DHEB DDLon EE @
Document List
=

Document List 1

1[4 1[»]

CoCd Doc. no. Year DT Doc.date Post.dte Curr. Reference no.

8015 1000000036 2002 SA @7/29/02 O7/29/02 USD
8015 1000000037 2002 SA O7/29/02 OF/29/02 USD
8015 1000000038 2002 SA OF/29/02 OF/29/02 USD
2015 1000008089 2002 54 OF/209/02 OF/29/02 USD  IWTERCOMPANY —

SUPPORT SERWICE FOR JULY
8015 1000000090 2602 SA O7/30/02 OF/30/02 USD
8015 1000000091 2002 SA OF/30/02 OF/30/02 USD
2015 1000008092 2002 58 OF/30/02 OF/30/02 USD
8015 1000000093 2002 SA O7/31/02 O7/31/02 USD
AR TAARRAARGY 2ARZ S8 A7 A3 AA2 ATIITAA2 NS0
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The following Overview screen is shown.

Document  Edit Goto  Seftings Extras  Environment  Systermn Help

g 2 dH e DHE DDo0 HEE @&
Cross-Company Code Transaclion: Overview
Gl 24 4 r M &TF EF A MES M choose [@ sve F B & B Taxdata [H [

[«
General JY E
Cross-campany n 1000000089801502 Doc. currency uso
&y CoCd Doc.no. Year Type c. date Pstg date Feriod Reference Curr. Entry date
Itm PK 5 Account Account shordNtext  Assignment Cost ctr  Order Amount Text

= 1015 1000008819 2002 55 o7 i2a¢ 2 B7f29/20082 18 INTERCOMPANY Ush  ar/29/2002

1 50 531000 COMMON SUP SERY INTERCOMPLNY 3650 4 167 .00- SUPPORT

2 40 101005 INTER-COMPANY CASH 4 167.00
= 8015 1000008039 2002 SN OF/20/2002 @7/ 2ONg002 18 INTERCOMPANY Ush  ar/29/2002

1 40 783003 OP5 CONTR SERY INTERCOMELNY 3870 4 167.00 SUPPORT

2 50 101005 INTER-COMPANY CASH 4 167.00-

Important: Make a note of the 16 digit Cross-company code number

Follow this menu path to handle the document reversal:

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL
LEDGER >DOCUMENT >CROSS CC TRANSACTION > REVERSE

Transaction code: FBUS

Edit Goto
afi Q@@ CEE Do HE @

Reverse Cross-Company Code Transaction: Header Data

S

Details of Cross-Company Code Transaction
Crogs-CC doc. humber 1000000089801502

Document number
Campany code a@15
Fiscal year 2002

Reverse posting details

Reversal reason B1|@
Fosting date

Fosting period
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Enter the 16 digit Cross CC number. For example, 1000000224801900, as shown above. Or
as an alternative method of continuing the process, you may enter one of the two original

document numbers and the process will show both documents to be reversed. For example,
we could use 1000000224 instead of the 16-digit number.

Enter either one of the two company codes. We are using the VQ Company Code 8019.
Enter a reversal reason (01 for current period, 02 for an alternate posting date)

If you have selected 02 — the alternate posting date (rather than the original document posting
date), enter a posting date.

Click the Save Icon.

The system will then inform you the transaction has been completely reversed. Two reversal
document numbers will be identified (one for each company code affected). Make a note of
these document numbers and store this information with the other documentation to provide
a clear and easily understood audit trail.
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B Display Cross-Company Code Manual G/L Posting Document

Any posted or parked documents can be called up from the system for display at any time.

Menu path:  ACCOUNTING - FINANCIAL ACCOUNTING -> GENERAL
LEDGER - DOCUMENT - CROSS-CC TRANSACTIONS - DISPLAY

Transaction Code: FBU3

Field Description/Usage

Cross-CC no. Enter the Cross Company Code Document Number to be displayed.

Dacument Edit Gota  Seftings  Extras  Environment  System Help

] 2 dH I Qe SRE Do HE @

.........

Cross-Company Code Transaction: Overview
=244 v &F & FEES & [ chose [@ save T (B & E Taxdata B 2]

[«
General Jy [
Crosg-caompany n 1000000089301502 Doc. currency usD
<y CoCd Doc.no. Year Type Doc. date Pstg date Feriod Reference Curr. Entry date
Itm PKE 5 Account Account short text Lesignment Cost ctr Order Lmount Text

= 1015 1000000819 2002 S5& OF /2842002 O /2972002 10 INTERCOMPANY ush  @r/29/2002

1 50 531000 COMMON SUP SERY INTERCOMPANY 3650 4 167.00- SUFPORT

240 101005 INTER-COMPANY CASH 4 167.00
= 8015 1000000089 2002 5K OF /2842002 O /2972002 10 INTERCOMPANY ush  @r/29/2002

1 40 783003 OF5 CONTR SERY INTERCOMPANY 3avo 4 167.00 SUPPORT

2 50 101005 INTER-COMPANY CASH 4 167 .00-

J
4 Note: All Cross Company Postings offsets are automatically posted to account
101005.
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z Payroll General Ledger Procedures

The processing of payroll and transmitting to the ADP Payroll Processor will continue to be a
function of the field. The payroll technician will continue to process payroll to ADP as
usual.

Much of the ‘posting payroll general ledger process’ will become a centralized function of
HQ. Entry of Payroll data received from ADP into SAP will be done ONLY at HQ.

The base level accounting office will still be responsible for inputting data into the ADP
system. However, the completed files from ADP will now go to HQ rather than the base
accounting office. HQ personnel will load the check and summary files into SAP. A hard
copy of the information will continue to be included in the payroll information received each
payday from ADP.

The base level accounting office will be able to view the posted payroll summary document

in SAP. However, the document will not include check detail. Instead, the document will
consist of one large G/L entry into the 101005 account.

z View the G/L Posted Payroll Summary Document

See instructions for “Display Manual G/L Posting Document”. All Payroll Documents will
have a document type of ‘IP’. The following is an example of an IP document.

Document  Edit Goto  Setting: Environment

& || 2dH @@ BRE fhoa EE @0
Cross-Company Code Transaction: Ovensew
G244 MAEaEF EFEME B chose [ Save TP E S B Taxdata [ [

Payroll interface
Cross-company n 47000BAAGG119902 Doc. currency usD
&% CoCd Doc.no. Year Type Doc. date Pstg date  Period Reference Curr. Entry date
Itm PK § Account Account short text Assignment Cost ctr Order Amc
= 1199 4700000000 2002 IP B3/15/2002 03/16/2002 G 111 Ush  B3/14/2002
1 60 211000 WAGES PAYAELE 200203 OFFSET 3,866.
2 50 211008 WAGES PAYAELE 200203 334.
3 60 212000 ANNUAL LEAYE PAYMBLE 200203 11,900,
4 5O 213000 FEDERAL TA&X PAYAELE 200203 25 341,
5 50 214000 SOCIAL SECURITY 200203 51,656,
6 50 215000 STATE TAXES PAYAELE 200203 4 1689,
7 5O 216000 SAWINGS BOMDS 200203 325.
8 50 217000 RETIREMENT PAYABLE 200203 3032 39.
9 50 217000 RETIREMENT FPAYABLE 200203 3035 7.
10 50 217000 RETIREMENT FAYABLE 200203 3044 9.
11 50 217000 RETIREMENT FPAYABLE 200203 3058 a.
12 50 217000 RETIREMENT FAYABLE 200203 3131 41 .
13 50 217000 RETIREMENT FPAYABLE 200203 3137 7.
14 50 217000 RETIREMENT FPAYABLE 200203 31449 47 .
15 50 217000 RETIREMENT FAYABLE 200203 3167 % 32.
el
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z General Ledger Reporting

The GL reports are available from a reporting tree within the Accounting system. The
menu path to access the reporting tree is:

Menu path:  ACCOUNTING = FINANCIAL ACCOUNTING - GENERAL
LEDGER - PERIODIC PROCESSING 2 INFORMATION SYSTEM - REPORT
SELECTION

Transaction Code: F.97

dit Goto  LHilities

T eee DHB fnoD 05 @

<

Application Tree Report Selection General Ledger
& Setfocus | |G

BEWERAL LEDGER REFORTS

Month-end Reports

Payroll Programs

Month-end Processing
General Ledger Reports
Special Ledger Reports
Contralling Reports

S0P General Ledger Reports

HEHEKHEKEEH

Click on the EXPAND SUBTREE icon

to view all available reports.

Kodes Edit Goto  Liilitie

Application Tree Report Selection General Ledger
& Setfocus | |

BEMERAL LEDGER REPORTS

1101

—&= HMonth-end Reports

Executive Summary Report
Executive Summary Cash Flow Stmt
Self Sufficiency Summary

Self Suftficiency USA Report

Uss APF Support Expense Report
Uss APF Offset Report

Operating and Financial Standards
= Balance Sheet/P+L Statement

AIMS Balance Sheet and P&L

Summary Operations Statement us
Plan/fct. - Departmental Operations

Budget Performance Activity

Invoice verification US4 OTfset Report

Goods Receipt USA Offset Report

Cost of Goods 5old

Executive Summary 12 Months

—&= Payroll Programs

[« 1F

I I[«][¥]
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Once the report tree has been expanded, select the desired report by double-clicking on
the report name. The following screen will appear for additional criteria.
Complete the Company Code and other additional inputs of choice. After all selection

criteria are complete, click on the Execute icon

Program  Edit Goto

System

a8 @ I DEE S OO8 BEE @

Line item Joumal
o & )=

Assets section

Company code o ﬂ
Fiscal vear o
General selections
Fosting date ta
Technical settings
Ciata sources
|@ Choose data sources
Further selections
Custamer section
Customer account to
vendar section
Yendor account fo
GiL account section
GIL account fo
s

Asset nimher

tin

z CO Module Reports
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The CO reports (P&L) are available from a reporting tree within the Accounting system.

NOTE: The Controlling module provides the most flexible reporting for business income
and expenses as well as planned/budgeted amounts. For a detailed breakdown of cost center
and cost center groups, reporting must be done in the Controlling module.

The MWR/VQ Controlling reports can be found through the following menu path:

Menu path:  ACCOUNTING > CONTROLLING > COST CENTER ACCOUNTING
> INFORMATION SYSTEM > REPORT SELECTION

Transaction Code: KSBB
The following report tree will be displayed.

BOST CENTER REPORTS

Flan ¢ actual comparisons
Line items reports
Month-end reports
Internal orders reports
Budget Report

HHEHHBER

Click on the expand button . to view all available cost center reports.
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Kod Edit Goto Utilities  Settings  Systern  Help

& I H e SHE DDO0 HE @
Appiication Tree Report Selection Cost Center Accounting
Ty (v wiith selection screen (¢  Setfocus

BOST CENTER REFORTS

&= Plan ¢ actual comparisons

Flanffdct. - Departmental Operations
——FP&L Comparison Cost Centers

P&L Comparison CEs/CCtrs

P&L Current Month { Cummulatiwve
PFlan Comparitive Reports

—&E Line items reparts

Cost Centers: Actual Line Items
Cost Centers: Plan Line Items
Controlling Documents: Actual
Controlling Documents: Plan

—E= Month-end reports

Executive Summary Report
Executive Summary Cash Flow Stmt
Self Sufficiency Summary

Self Sufficiency USL Report
———Us4 APF Support Expense Report
IS8, AFF Offset Report

Select the desired report by double clicking on the description. Once the report has been
selected the selection criteria screen will come into view.

The selection criteria screen will vary according to the type report selection requested.
The following is an example of a report to view DAR postings.

1. Double click on the report ‘Cost Center Actual Line Items’ the selection criteria screen
will be displayed.
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2aB @@ DHE SDo0 [E @

Dispilay Actual Cost Line ltemns for Cost Centers : Initial Screen

|]I Further selection criteria... |
(.
oo

_1 034-101

Posting data
FPosting date o1/a1/2003 o1/31/2003

Display variant {AINEET AIMS CO line item display wiint. order

| More Setﬁngs

2. Always enter either a cost center or a cost center group to view.
3. Enter the desired posting dates.

4. Click on the further selection criteria push button _

The following window will display.

[> [ DocumentsiCbjects
[» [ Organizational units
I (3 valuesiQuantities
I 3 Technical fields

B b naontssiecied tems | %

5. We are going to look at DAR information. DARs are documents, so expand the
Documents/Objects folder to open the following screen. Scroll down to Document Type
and click the command button labeled Adopt selected items.
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Define more selection criteria

Personnel number % Dynarmic selections
Partner cost element DocumentsiOhjects
Fartner func. area

Partner object class H DISEUTIEG e SD' to =

=~ .

6. Type SD in the document type input field under the Dynamic Selections window. SD is

N

the document type for DARs. Click the Save icon . The screen will return to the

original selection criteria screen.
7. Click the Execute icon
Zo... |Cost element Cost element name DaocTyp |Posting date | Walue COGuUr|Cost center ™
1...|c#l 301000 RESALE REVEMUE 5D 01/28/2003 248.25- |94
1034 301000 RESALE REVEMUE 5D 01/28/2003 248.25-
1034 | 302000 CATERIMNG RESALE REY [SD 012852003 go0.00-
1034302000 CATERIMG RESALE REY 3D 01/28/2003 400.00-
1034302000 CATERING RESALE REY [SD 01/28/2003 §00.00-(100
1034 |501000 PROGRAM REVEMNUE sD 012852003 200.00-103

The excerpt from the report only shows the document type selected, DARs (Document Type
SD). If you wish to see all the postings, not limiting the report to just DARs, it would not be
necessary for you to access the “Further Selection Criteria” window.
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The following is an example of the Summary Operations report, which is a Report Writer
report, available within the Controlling module.

Menu path:  ACCOUNTING > CONTROLLING > COST CENTER ACCOUNTING
> INFORMATION SYSTEM > REPORT SELECTION

Transaction code: KSBB

The following report tree will be displayed:

BosT CEMTER REFORTS

Flan ¢ actual comparisons
Line items reports
Month-end reports
Internal orders reports
Budget Report

HEHEH

Each item on the report tree has an individual folder icon attached to it that allows the user to
expand that part of the report tree. Click on the icon just to the right of Month-end reports.
This will expand the report tree to show the following:

COST CEWNTER REFORTS

@ Plan f actual comparisons
> Line items reports
= Month-end reports

Executiwve Summary Report

Self Sufficiency Summary
SelT SufTficiency USA Report

uss APF OTTset Report

8 Balance Sheet/P+L Statement
summary OFerations Statement

Budget PerfTormance Actiwity
Cost of Goods Sold
Executive Summary 12 Months

@8 Internal orders reports
—r[ Budget Report

1. Double click on the line description that says ‘Summary Operations Statement’.
The following selection criteria screen will be displayed.

Executive Summary GCash Flow Stmt

Usa APF Support Expense Report

Operating and Financial Standards

Flansoct . - Departmental Operations

Selection values
Fiscal ¥ear 2003
Period 23

Selection groups
Zost center group
Or valueds)

to
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2. Ensure the fiscal year and period selected corresponds to the desired report output.

3. Enter the Cost center group for data. In this example the report will be executed from
the top reporting hierarchy node for ‘MWR NAS Jacksonville 1034-101°

Edit Environment  System  Help

AR CE@ DEE STa: EE @

Summary Operations Statement: Selection

Eroararm Goto

(Tp [ g% Variation | fif Outputparameters.. | Data source.. | Exract parameters.

Selection values
Fizzal Year 20083
Petiod 2

Selection groups
Cost center group 1034-101

Orvalue(s) to

You will notice on the Application Toolbar, a command button icon called “Output
parameters.
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Additional Entries: Qutput Pararmeters

Date to read master data
@ Systern date
) Fixedvalue

Qutput medium

@ Sereen or printer ) Transfer datato EIS
() Sereen or departmental printer ) Send mail
() File name ) Mo output

[ Append reports

User-specific dialog settings

General settings Office integration
Expartmode @ Inactive
Display navigation bar 0 Microsoft Excel
0 Lotug 123
List output
[ Print page farmatting Warksheet protection

[ ] Freeze page Header
Freeze lead column
Display icons

Exit repart

Send confirmation prompt
Default settings
[] Save settings
[] Create extract

This new ‘Additional Entries: Output Parameters screen allows additional settings to be
stored in the user’s master record and these settings will affect all the subsequent reports.
One of the most important settings in this window is listed under the Navigation section. By
clicking these two items, the system will enable the use of new controls that allow a quicker
way to navigate between the report results.

Notice the section under the general category of “User-specific dialog settings” labeled
General settings. Pay particular attention to the checkbox titled “Print page formatting”.

By keeping this checked, and if you decide to print from the screen view of the resulting
report, the headers and page breaks will be positioned correctly. If this checkbox is left
unchecked and you decide to print from the screen view, no headers will appear on any pages
except the first and the page breaks will not be formatted correctly

If any changes are made, click the green check mark @
4. The system will use a previous extract if one exists that meets the criteria. To ensure

that new data is used for your desired report, click the Data source command button and
a window appears allowing the following choices:
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Select: Data source

Data source

I Display extract

I Read fram archive

v X

Check the “New selection” radio button and then click on the Green arrow to return to

the previous screen.

Click the execute button.

If you had checked the “Display extract” radio button on the Select: Data source
window, then by clicking the Green arrow, the system would check to see if an extract
that meets the criteria had been previously saved causing the following window to

appear.

Select: Extracts

There are already reports stored as extracts for the
selection criteria you entered.

Choose one of the listed extracts for

display.

Author

Date

Time

Description

HO_PE57F11

1243149999

02/05/2003

oo:oo:ee
08:44:58

Display newest extract
1034 PERIOD 2

vETATRE® X

Double click on the line item and the system will retrieve the stored report. The report
will be displayed in one of two ways depending on whether the new Display Navigation
Bar and Navigation with Control checkboxes were enabled. The first display shown
below is with these new controls checked.
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Edit Goto

flings

e DHE DOLD [EF @B

erm  Help

ala =

Summary Operations Statement
T RHEH BhT %O 2 aefa R T & B E coumnm R IEE
; Report . ZWK/ZCOGA SUMMARY OPERATIONS STATEMENT 1=
Variation: Cost center Wame:  HO_PESTF11 Period 3 Ended December 2003 [
= 11034101 NAS JACKSORNVILLE [«
= [11034-201 DEPUTY DIRECTC[~] Cost Center or Group: 1034-101 NAS JACKSONYILLE 1034
= [ 1034-301 FINANGE & AD
(& 1034-4001 SENERAL CURRENT MONTH | % OF REW | GURRENT ¥TD 5 OF REY | L
@ 84 GEMRLFUND | I
‘@ 85 GEMRLFUMND |
) 86 GENRLFUND 301080 RESALE REVENUE 134,051.89 73 66 518,469.05 a0, 41
) 57 GENRLFUND | 302000 CATERING RESALE REVENUE 50,304 .56 27 64 131,873.77 2045
@on OENRUEUND | g revanue veriaenas | iopop | sedeies | tanen
e esale Revenue . . . .
@l 89 GENRLFUND | Cost of Goods Sold 18,074 16 RE 233 834 13 I 57
i@ 90 GENRLFUND || || @& [+ Gross Profit & Loss 163,906 26 8.7 410,927.35 63.73
@ 822 REG SUPPO )
T 523 GEMRLFUNLC
950 T D 262000 RENTAL REVENLE. 20,966 00 R ’
@107 ELBLED 503008 OTHER SALES DISCOUNT PROGRAM 152.93- 306.99-
b [ 1034-302 FOOD AND BE 562008 CENTRAL FUND-OPERATING GRANTS 310,24
= (1 1034-303 RECYCLING 1) 569008 OTHER REVEMUE 1,566 26 11,230 84
< (2] 1034-4005 REGYCLI 571008 COMMERCIAL SPONSORSHIP REVEWUE 300,00 28,200.00
@ 152 RecvoLNG 254020 DTHER COMNISEITNS s e
@ 153 RECYCLING | | ge |+ (ijer pepartnent Revenue 613,051 78 2,660,126 88 2
[» 1 1034-304 RECREATION
= [ 1034-305 MARKETING 1
= {1 1034-4014 LIBERTY |
i@ 102 LBERTY PRO 59106 PAVROLL CVERTINE EXpENSE Tl | ear|  zamas|  ois
@ 108 LIBERTY PRC 53000 BONUS / INCENTIVE o ' '
b [ 1034-4015 OFEN HO £21800 EMPLOYER'S SHARE OF FIGA 21,087.98 2 65 67,567, 24 2.05
= (1 1034-306 UNIT ALLOCAT 622000 ANNUAL LEAVE EXPENSE 14,335.23 1.80 39, 260,85 1.19
& 924 UNIT ALLoCATICE. 623000 SICK LEAVE EXPENSE 6,779.73 0 65 13,990 70 .42
< [11034-307 GONFERENCELS] 626000 EMPLOYEE BENEFITS-(OTHER H
1198 RIWVER COVE Ci ™! [+
L I [ il 41[v]

This new structure of the report process is a powerful time saving tool. By clicking on the
various tree nodes, the report instantly changes showing the new variants of data and using
the previous report formatting. If however, you would rather view the report with a

full screen, merely click the T8 command button located on the left side of the

application toolbar. The report will then be shown as it has been in the previous version of
SAP as shown below.
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ot Edit

Goto

Systern Help
CEQ DHE HDhOH BE @m0
Summary Operations Statement

BEREEN @kT KE ®a AT & E B E clm Pl
B Report: Zvk/ZCDEA SUMMARY OPERATIONS STATEMENT Fane: Taof 1
Mame: HO_PG57F11 FPeriod 3 Ended Decemher 28083 Date: 02/05/2003
Cost Center or Group: 1034-1@1 WAS JACKSONYILLE 10834
CURRENT MOMTH [ % OF REY | CURREMT ¥TD % OF REY LAST TD % OF REW —
301008 RESALE REVENUE 134 085189 73 66 518,469 .85 8041 589,471 .64 91 .46
302008 CATERING RESALE REVENLE 50,304 .56 27 .64 131,873.77 20.45 67,428.88 .91
303008 SALES DISCOUNTS 2,376.03- 1.31- 5,681 .14- 0.87- 2,398 .68- B.37-
5 * Resale Revenue 181,980.42 1680.08 644 761 .68 100.80 644 501.84 1008.00
Cost of Goods Sold 18,074 .16 9.93 233,834 .33 36.27 316,262.29 48.92
B |** Gross Profit & Loss 163,906 . 26 90,07 410,927 .35 63.73 329,239.55 51.88
561008 PROGRAM REWEMUE 589,502 .40 2,535,750.97 2, 406,457 .51
502880 RENTAL REVEWUE 20,966 . 08 83,133.808 04,983 .00
503800 OTHER SALES DISCOUNT PROGRAM 152.93- 308.09-
562000 CENTRAL FUND-OPERATING GRANTS 310.24 5,250.00
569860 OTHER REWENUE 1,668, 26 11,230.84 8,045.75
571800 COMMERCIAL SPONSORSHIP REVENLE 300. 08 28,200.608 400 .08
592800 AMUSE/VEWD MACH g21.98 1,667.18 2,795.58
594800 OTHER COMMISSIONS 45,99 142.74 247.27
B | Dther Department Revenus §13,051.70 2 GBO,126 88 2 518,184 .11
601008 SALARIES & WAGES 263,056, 33 33.09 856,306.77 25.91 778,508.58 24 .62
601601 PRYROLL DYERTIME EXPENSE 1,918.11 .24 5,343 16 o.16 5,736 66 .18
603008 BONUS [ INCENTIYE 3,243.60 .10
621008 EMPLOYER'S SHARE OF FICA 21,087 .98 2 65 67,587 .24 2.05 61,664 .71 1.95
622000 AWNUAL LEAYE EXPENSE 14,335.23 1.80 38,260.85 1.19 33,182.36 1.05
623008 SICK LEAVE EXPENSE 6,779.73 0.85 13,8808.70 o.42 15,672.11 o.49
626008 EMPLOYEE BENEFITS-OTHER >
/0| [«d[»]

1. The following icons can be used to access underlying variations of reports, if desired

ot | 5{5 E}[E The up, down, right, left arrows help to maneuver one
level at a time to drill down or across the nodes to arrive
at the desired reporting level.

To exit the report, click the green back arrow <& . You will see the following screen. Click
Yes to exit the report.

Yes Ma
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z SAP Internal E-mail System

When a report is generated, it may be sent to anyone on the SAP AIMS system. This may be

accomplished by using the SAP internal E-mail function. By clicking on the “send mail”_—
icon, the system will prompt you to save the report. The following screen will appear.

You will then get the following pop-up notice and then the SAP internal email screen will
appear.

Information

1

Document created

o 2k, Help
@ | BdH @ BHB D00 BR @
Send with Note

Summary Opetations Staterment

Mote far recipient

3| 0] (2le (B @G
|

NS (L1, Cod

"Ln1-Ln0Oofi lines

Recipient

:
i

| |Recipient Recip. type

jgjojojioioggit)s
(] oo o o o
(] o o o

1% Document created [ ] @t (1 ¢100% P2 mwrsap] | OWR
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The report is attached to the E-mail. Enter a message to be sent along with the report and
identify the one or more recipients that are to receive the E-mail. Then click the “send mail”

icon .

Document  Edit Goto Insert

(V] ald H @@ DHB D an BRE @
Send with Note

T 2 M

Title: Summary Operations Statement 1 attachment

Mote for recipient
FE R =R

Sharan,

Here is the Summary Operations Statement. Please note the amounts in the
receivables accounts

Thanks,
Heather

INS Lil,Coil Lh1-Ln 7 of 7 lines
Recipient | Trans options |
B e )
| |Recipient Recip. type EAIEIE D
Sharon Warner __ [
0 ]
]
| [l
] A ]
O[ONO
] [\
] [ [
) [+]

\

\ b IQA1 {13 100y mwrsapl | OWR

In order for the system to notify the recipient(s) of the e-mail, the Express mail checkbox
must be checked. This checkbox is labeled with the yellow lightning bolt. The next time the
intended recipient performs a function within SAP, a popup window will appear.

35 information

@ Express document "Summary Operations Statement" receiwed from author "Heather Ro

Knj I[«]l»]
¥ & choose | Inbox

To read the e-mail and access the attachments, first, double click on the Express Document
description on the “Express information” notification window.

To open the report that is attached to an e-mail, you may execute the report from the
Document selection pull-down menu using the path: Document > Execute.
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Display Document: Summary Operations Statement

TE| 28T | | Reniy.. | Repiywireterence.. | TP Mew message

Doc.contents | Aftributes | Recipientlist | Aftachments |

Summary Operations Statement

Created =] Heather Robinetts an 02052003 08:56:37
Changed =] Heather Rabinette on 02/05/2003 08:56:37

Note from Heather Robinette

Report group: ZCOE "Summary Operations Statement”
Entract 00000000000000000000000ZC06 1}
Date 00/00/M000

Time: 00:00:00
User

B

Summary Operstions Statement

As an alternative method of opening the report attached to the e-mail, go to the SAP
workplace screen using the menu path from the opening screen tree. SAP Menu >Office>
Workplace or click on the workplace icon #

SAP Easy Acc
[= | Ca | & Cther menu | o]

7 {3 Favarites
B [ Contralling
B [ Accounts FPavable!Frocurement
[ 1 General Ledger
[ [ Accounts Receivable

) SEWP - Workplace
3 Telephone Integration
B ] Appointment Calendar
[ (1 Room Reservations

) SWWUI - Start Wkl ow

[» 1 Business Documents
[ [

This will open the Business Workplace and by clicking the Inbox, you will see the incoming
documents.
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ace Edit Folder Enm iy 1 Help

20 H 0 DHB Hhos HE @B

Business Workplace of Heather Robinette

ﬁ hew message Gﬂ Find folder ﬂﬂ Find document | B3 Appointment calendar S Distribution lists

- 3 i X3 &
2 Yot Heena s /(0] (3] [0 s (72 Q3] (@3] ¥a(w]
] Unread documents 0 Documents 49
] Documents 49 7 |Ty |Ex ‘Tltle |Aﬂachmen |Authnr |Date recei v| o
b [ Workflows 0 = Summary Operations Statement Heather Rohinette 02/05/2003
[¥] Overdue entries 0 & [  BatchNaming Convertion Heather Robinette 0172472003
% Eiii';:fer:;f;aggs v & [  Gtance Customersin 1198 Warcia Stesle 1211312002 B
b £ Outbox e Re:Batch Session Naming Convention Elaine Pastor 12112/2002
. Dummy Socials Marcia Steele 121122002
I 8 Resubmissions -
b e Private folders [ =NE] Batch Session Naming Convention Heather Robinette 12112f2002
b ¢@ Shared falders =HE] GL Account Balances by Cost Center Repart Sharon Yarner 121112002
b o Folders subscribed to & B  Helpiulhinis REBEKAH ANDERSON  12/11/2002
1 Trash e Seattle distr lists Brenda Griffith 12/05(2002
i shared trash =HE Back by Popular Demand Sharon Yarner 12/05i2002
B Onject history e REFEREMNCE Yvette Johnson 1240512002
=E] Assetnumber and deactivation date nowin F .. Jason Phillips 11/2562002
[ =NE] Teode - MBST (again) 7 Alicia Ross 11/2202002
E @ Account Staterments REBEKAH AMDERSOMN  11/2272002
K] [ an|
Summary Operations Statement
Report group: ZCOB "Summary Operations Statement”
Exdract 00000000000000000000000ZC06 0
Date: 00/00:0000
Tirme: 00:00:00
User: 1
I~

If the display on the right side of this window does not include a column labeled Executable,
the display variant has to be changed to open this column. Click the ‘Select Layouts’
pushbutton on the application toolbar. Using the dropdown arrow will

Select layout...
Change layout...
Save layout..

Manage layouts

allow you a number of choices. Click on the Choose display variant and the following
window will give you a choice of the display variants to use.

Layout seting B
Layout “|Descript. DS

AWM S0 AlME Standard Workplace oW
¥ R
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Click on the Green checkmark Copy pushbutton and the variant will now be applied to the
Documents window display. Double click on the icon in the Executable column on the row
where the report is located.

This will bring up the report that was attached and the recipient is able to do the same drill
down, detail analysis, sorting, subtotals, and other functionality as the original user.

In some cases, the user may wish to send the document to an individual that does not have
access to the SAP AIMS system. The report may be exported to an Excel spreadsheet by

using the icon or executing the Export selection from the Report Pull-down menu.

Save in: mDesktDp E m

o 3 My Documents E[‘;) Conrect ta the Intermet

L b Computer dev_olf
History (5 My Network Places T Fax Covershest Blank1
7 s Create CD E_-I LAM Applications
hﬂ 7 SA4P Configuration % Microzoft Access
Desktop o Snaglt 5 HE Microzsoft Excel

/— B Snaglt Studio tdicrozoft FowerPaoint
@ L W indowes kedia Player BW Microzoft word

My Documents | |—J GL Stuff o MISProject

T | Hawaii 'ES:’-‘-.F':‘-‘-.IMS INWEMTORY SYSTEM POLIC

=f . ;

File name: 1034 PERIOD 2 SUMMARY OPPS e
- | savessuyee N

L

We recommend using the HTML format to provide a report that is closer to the original
formatting than a typical Excel spreadsheet. Name the Output file and then click on SAVE.
The following SAP message window may appear.

|nfarmatian

E=port executed

Lo (8]74 Help

Then go to the place you saved your file and open the file. We recommend opening the file
using Microsoft Internet Explorer or Excel. The following report will appear
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soft Excel - 1034 PERIOD 2 SUMMARY OPPS =18 x|
| =18

| [
Surnrmary Operations Staternent

B [cl o T[E[ ¥ [ 6 [ ® [ 1T [ J T=
Summary Operations Statement

| 4 | TOT RES REV

| & (301000 RESALE REVENUE z04,258.33|50.44| 204,255.33|50.44| 201,510.87| 90.33
| 7 (302000 CATERING RESALE REVENUE 51,552.16] 20.3 51,552.16) 20.3 21,860.62 9.5
| 5 (303000 SALES DISCOUNTS 1,B76.86-|0.74- 1,576.66-|0.74- 287.81-| 0.13-
|9 |~ Resale Revenue 253,933.83| 100| 253,933.83| 100| 223,083.68 100
110/ Cost of Goods Seld 131,128.93|51.64| 131,125.593|51.64 74,920.90| 33.58
| 11 [* Gross Profit & Loss 122,804.90|48.36| 122 ,804.90|48.36| 148,162.78| 66.42
: Other Revenue

| 14 (501000 PROGRAM REVENUE 943 ,780.83 943,780.83 530,611.47

| 15 (502000 RENTAL REVENUE 30,871.00 30,871.00 30,021.00

| 16 503000 OTHER SALES DISCOUNT PROGRAM 34.00- 34.00-

|17 [562000 CENTRAL FUND-OPERATING GRANTS 310.24 310.24

| 18569000 OTHER REVENUE 5,314.84 8,314.84 6,671.08

| 19 571000 COMMERCIAL SPONSORSHIP REVENLIE 400

| 201592000 AMUSEVEND MACH 545.2 545.2 1,034.63

| 21 (594000 OTHER COMMISSIONS 75.64 75.64 89.53

122~ Other Department Revenue 984,163.75 984,163.75 918,827.68

: Expenses

| 25 (601000 SALARIES & WAGES 300,658.33[24.25| 300,655.33|24.258| 266,375.04| 23.33
| 25 (601001 PAYROLL OVERTIME EXPENSE 1,373.42| 0.11 1,373.42| 0.11 2,501.87 0.22
| 27 603000 BONUS / INCENTIVE Z,470.30 0.22
| 25621000 EMPLOYER'S SHARE OF FICA 23,447.00| 1.89 23,447.00) 1.89 20,855.08 1.83
| 23 (622000 ANNUAL | EAVE EXPENSE 12,195.01| 0.99 12,1595.01] 0.99 5,282.85 0.45
| 30 (623000 SICK LEAVE EXPENSE 3,160.77| 0.26 3,160.77| 0.26 5,087.83 0.45
| 31626000 EMPLOYEE BENEFITS-OTHER

[IHIR bl 1034 PERIOD 2 SUMMARY OPFS 4 : Swind : SRin e ] rrl—

At this point, the document is in Excel if this is the program you chose to open the file in.
All of the Excel functions are available. The file can be attached to any e-mail system and
can also be used for printing a hard copy on the report.
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FINANCIAL REPORTS

Some of the Financial Reports within the SAP AIMS system have a slightly different look to
the drill down functions. These reports have folder icons that can be expanded to see
additional details.

To run one of these reports, use the following menu path:

Menu path:  ACCOUNTING > CONTROLLING > COST CENTER ACCOUNTING
> INFORMATION SYSTEM > REPORT SELECTION

Transaction Code: KSBB

Bodes  Edit Goto  LUtilities Setti em Help

& A H @ CRER H0LH0 HE @

Application Tree Report Selection Cost Center Accounting
(Zp| | (T with selection screen @3 | setfocus

COST CENTER REPORTS

—E Plan { actual comparisons
8 Line items reports
&= Honth-end reports

Executive Summary Report
Executive Summary Cash Flow Stmt
Self Sufficiency Summary

Self Sufficiency USA Report

Usa APF Support Expense Report
——USA APF OTfsft Report

Operating and Financial Standards
8 Balance Sheet/P+L Statement
Summary Operations Statement
Plan/dct. - Departmental Operations
Budget Performance Actiwvity

Cost of Goods So1d

Executiwve Summary 12 Months

—E Internal orders reports
—E Budget Report

Double click on the line with the description USA APF offset Report
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Frogram  Edit Goto  Enwironment tern  Help

& ldH @@ SHE Do EE @

USA APF Offset Report: Selection

@ &% | Output parameters.. | Data source... | Extract parameters...

Selection values
Fiscal Year 2003

Feriod QI@

Selection groups

Cost center group 1034-1681

Orvalue(s) to

After entering the Selection values and the Selection sets, execute the report by clicking on

the Execute icon L. The report will then appear on the next screen. Again, if an extract
has been saved previously, a message will appear offering the option to use the extract rather
than the new report.

Help

@ DHE DDAD BF 05

USA APF Offset Report
CEEHD BET %O 2afMa e & T  coumn
B Report: ZVK/ZC04 USk BPF OFFSET REPORT Page =
Name HO_PGSTF11 Feriod 2 Ended November FY 2003 Date: B2/00T
Cost Center ar Group: 1034-101 NAS JACKSONWILLE 1834
CURRENT MONTH YEAR TO DATE FREVIOUS YEAR
Actiwity LABOR NOW LABOR LAROR NON LRBOR LABOR NON L
GENERAL FUND G&A 56,123- 33,278~ 113,258- 64, 298- 145,208-
PICMIC/PARK 37 T48- 5,930-
SINGLE SAILOR PROGRAM 9,840 T.822- 18,172- 12,106- 16,219~
FITHESS CONDITIONING 14,388- 2,332- 29, 064- 5,084~ 24,088-
FITMESS CENTER 13,981 3,334~ 28,087 - 4 044- 20 340-
INTRANURAL SPORTS 5,360- 1,895- 11,153- 4,958 10,752~
REGIONAL SUPPORT OFFICE 10,874~ 22,405- 21,268-
CATEGDRY A TOTAL 109, 567- 48,978 222,148 92,138- 252,817
13 0UTDOOR RECREATIOM PROGRAM 4 F43- 3,328- 10,636 7,297- 1, 167~
18 COMMUNITY PROGRAM 1,341- 4,105
¥OUTH PROGRAH 1034 f,098- 1,772- 20, 864- 5,435 10,527~
VOUTH PROGRAM YELLOW WATER 1834 5 442- 2,796 - 10,274- 7.727- 2,275~
20 YOUTH PROGRAM 11,540~ 4,568- 31,143- 13,182- 12,802~
¥OUTH PROGRAH 1034 6,757- 1,165- [ 1,848~ 13,480~
VOUTH PROGRAM YELLOW WATER 1834 5 BAG-
SCHOOL AGE CRRE B,757- 1,165- 6,757 1,848 19,156~
CHILD DEWELOPHENT PROGRAM 11,135- 18, 967- 2,884~ 14,125-
FAMILY CHILD CARE 2,808- 21,661 - 6,004 41,699 3, 267-
AUTO SKILLS PROGRAM T T2 B, 265- 14,333- 6,562 14,577~ ml
ARTS CRAFTS HOBBIES 138- 307~
ITT PROGRAM 10,602 b, 445 21,638- B, 782- 17 161~
ADUATICS RECREATION PROGRAM 9,627 18,136- 20,992~
EXTRAHURAL SPORTS 1,517- 3,181~
UNIT ALLOCATIONS 22 346 - 22, 346- T
<L 1[4][+]
5
+
Notice the folder icons = along the left side of the report. For this demonstration, click the

Expand folder next to the line labeled “***** 00 GENERAL FUND G&A”.
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The folders have expanded and provide a detail of the Cost Centers that make up the total.

Report Edit

B dH caa

USA APF Offset Report
« 2 [E | BT %0 ESEn == i ) colurmn
hetiwity / LABOR NON LABOR LABOR NON LABOR LABDR
8¢  BENERAL FUND G/A 183 4,485- 10,384- 9,304~ 24,173- 15,836-
85  BENERAL FUND DIREG 034 7,135- 14- 14,484~ 1,763 13,598-
85 BENERAL FUND ACCOUNWENG!D34 4,400- 9,067~ 75- 4, 444-
87  GENERAL FUND PERSONNEL 1034 5,839~ 1,161~ 13,795- 1,691~ 12,858-
88 BENERAL FUND PROCUREMENT 1834 8,805- 134- 15,745- 134- 15,566- B
89 GENERAL FUND MARKETING 1034 11,947- 11,850 22,265- 12,750- 17,924-
98 GENERAL FUND MAINTENANCE 1834 1,304~ 7.925- 2,607~ 16, 368- 44,646-
823 GENERAL FUND ADP 1834 2,844~ 453- 5,586- 1,001- 5,086-
964  GENERAL FUND REGIONAL DIRECTOR 1834 8,256~ 2,158~ 20,425- 5,443- 15,150-
B |*'** B0 GENERAL FUND G&A 56,123- 33,279- 113,259~ 54,298- 145,209~
182 PIGNIG/PARK B/A 1034 317- 348- 3,894~
183 PICNIC/PARK PROGRAN 1034 400- 2,036-
Beres o @g PICHIC/PARK 317- 748- 5,930~
seres 17 GINGLE SAILOR PROGRAM 8,840~ 7,822 18,172 12,106- 16,219-
setrt 1 FITHESS CONDITIONING 14,389- 2,332- 29,064- 5,084- 24,099
sett B2 FITHESS CENTER 13,081- 3,334- 28,087- 4,044- 20,348
Beres B3 INTRAMURAL SPORTS 5,360~ 1,885- 11,153 4,958- 10,752-
*et+s  g¢ REGIONAL SUPPORT OFFICE 10,874- 22,405- 21,269-
Beriss CATEGORY A TOTAL 180,567 - 48,078- 222,148~ 92,138- 252,817~
*ets 13 QUTDOOR RECREATION PROGRAM 4,843~ 3,328~ 10,536- 7,297~ 11,181-
*eter 18 GOMMUNITY PROGRAM 1,341~ 4,105
8 YOUTH PROGRAM 1034 5,098~ 1.772- 20,869- 5,435- 10,527-
B YOUTH FROGRAM YELLOW UATER 1034 5, 442- 2,706- 10,274- 7,707~ 2,275-
tetes 29 YDUTH PROGRAM 11,548- 4,568- 31,143 13,162- 12,802-
o YOUTH PROGRAM 1034 6,757~ 1,185- 6,757~ 1,648- 13,490-
8 YOUTH PROGRAM YELLOW WATER 1034 5,666~
Bett 1 GCHDOL ABE CARE 6,767- 1,165- 6,767- 1,648- 10,156-
setes 23 CHILD DEVELOPMENT PROGRAM 11,138- 18,867- 2,984~ 14,125-
*ett 23 FAMILY CHILD CARE 2,898~ 21,651- 5,994~ 41,599- 3,261-
terrt 37 AUTO SKILLS PROGRAM 7,172~ 6,265- 14,333 6,562- 14,577-
B4tt 40 ARTS CRAFTS HOBEIES 138- 307-
seres 55 ITT PROGRAN 10,502- 5,445- 21,538- 8,782- 17,161- =
4L [ 0]

Further drill down is available by double clicking on the specific dollar amount within a
column (e.g., the 11,050.23 in the Non Labor column next to the Cost Center labeled ‘90
GENERAL FUND MAINTENANCE 1034)
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List Edit Goto s 3 Enviranment Systern Help
& BldH I @@@ BEE DD a8 I EE @
Dispiay Actual Cost Line ltems for Cost Centers

& Docurnent |G Masterrecord 3 | 1€ B | & F | B E G | 2% || TEHE|E | E

Co.. |Cstelemnt | CElem.name DocTyp |Posty date |z ValueCOCur| Cost cir Int. arder Doc. date

1...|ew) 750000 USAAPF MINOR PROP  |SA 1143002002 1,999.99-|89 1143002002

1034 (752000 LISA APF SUPPLIES SA 1143002002 414.94- 1143002002

1034 | 754000 LISA APF MAINTENANCE |BA 1103002002 2,761.68- 1113002002

1034 | 755000 LISA APF OTHER OPS SA 113002002 5,860.14- 11£3002002

1034 | 757000 LISAAPF COMMURMNICAT | SA 113002002 13.48- 11£3002002
u 11,050.23 -

By double clicking on the line item 1,999.99, you will drill down further to the actual source
document.

Document  Edit

ment  Systern Help

CEQ DHBE O0L0 FAE @E

Document Overview
SR8 OPr HAE T 3T E[® [ chose [ sae T [ 5

Tax data El

-
Doc.type : §& ( General J¥ ) Normal document =
Doc. number 1080003876 Company code 1034 Fiscal year 2003
Doc. date 11/30/2802 Posting date 11/30/2082  Period o2
Ref.doc CAT A REIME
Doc . currency UsD
Doc.head. text NOYENEER 2002
Itm|PK| 5| Account fccount short text Cost ctr Order fssignment Amount | Text
1]e 10785 DFAS - OPLOC (USA) CAT B REIME 148,129.95 |11-2002
2|50 7510068 US8 APF LABOR COST a4 CAT & REIMB 4 484 .79-|11-2002
3|50| (751000 Use &PF LABOR COST a5 CAT A REIME 7135 .41-(11-2002
4150 751008 Use &PF LABOR COST a6 CAT A REIMB 4 408 .51-(11-2002 —
5|50| 751000 Uss #PF LABOR COST a7 CAT & REIME 6,838.65-(11-2002
6|50 751000 Use &PF LABOR COST a8 CAT A REIME 8, 905.05-(11-2002
7|50 7510008 US8 APF LABOR COST a9 CAT & REIMB 11,946 .63-]11-2002
8|50| 751000 Ust &PF LABOR COST a0 CAT A REIMB 1,303.56-(11-2002
9|5@| [751000 Use &PF LABOR COST 822 CAT A REIMB 10,873.76-11-2002
10|5a| [751008 Uss #PF LABOR COST 823 CAT & REIMB 2,843 .87-(11-2002
11|58| [751000 Use &PF LABOR COST 1568 CAT A REIME 14,388.75-|11-2002
12|50 7510068 US8 APF LABOR COST 160 CAT & REIMB 5 360.25-)11-2002
13|50| [751000 Uss #PF LABOR COST TG CAT & REIME 13,981 .43-111-2002
14|58| [751008 Use &PF LABOR COST 109 CAT A REIMB 8,839 .86-(11-2002
15|50 [757000 Ush APF COMMUNICAT a4 CAT A REIMB 1,850.15-(11-2002
16|50| [752000 use &PF SUPPLIES a4 CAT A REIME 7,487 . 44-(11-2002
17|50 7550008 US8 APF OTHER 0OPS a4 CAT & REIMB 569.93-]11-2002
18|50| [754000 Uss APF MAIWTEWANCE a4 CAT & REIMB 476.35-[11-2002
19|58| [757000 UsSt &PF COMMUNICAT a5 CAT A REIMB 13.80-|11-2002
20|50 [752000 Uss &PF SUPPLIES a7 CAT A REIMB 923.05-(11-2002
21|50| [755000 Uss &PF OTHER OPS ar CAT A REIME 164.35-(11-2002
22150| [757000 Ust &PF COMMUNICAT a7 CAT A REIMB 83.68-|11-2002
23|50 [7o4000 UsSs &PF MAIWTENANCE a8 CAT & REIME 133.508-(11-2002
24|50 [750008 Use &PF MINOR PROP a9 CAT A REIMB 1,999.99-(11-2002 >y
ML N

As you can see, the source document was a General Journal Voucher, dated 01/31/2000 and
the entry we have drilled down from is detailed on line 11.

Other reports can be accessed and executed from this same report tree using menu path:
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Menu path:  ACCOUNTING > CONTROLLING > COST CENTER ACCOUNTING
> INFORMATION SYSTEM > REPORT SELECTION

NOTE: The key to using the report functions within the SAP AIMS system is to try them
out. Only you can determine the data needed to perform your job. Run all the reports using
different options and selection criteria to learn whether they turned out the way you expected.
By seeing the final results, you can then make a choice as to which reports you wish to see on
a regular basis.
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@ Resetting Cleared Items

This transaction is used when it is determined that an error has been made after a customer
account has been cleared. If it is determined that you have cleared items incorrectly or
matched items incorrectly, you may need to “reset” the clearing process you just
completed above. In effect, this transaction “breaks” the clearing and results in all the items
for being reset as “open”. At that time, the correction can be made and items manually
cleared again if necessary.

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT > RESET CLEARED ITEMS

Transaction Code: FBRA

Only cleared posted documents can be reset and cleared.

Cleating  Edit Goto  Systerm Help

& aldH @@ CHE SDO0 BE @b

Reset Cleared lteins

Accounts | ltems | Accompanying corrsp.

Details for Clearing Document

Clearing document
Company code
Fiscal year

Initial Screen:

Enter the following data:

Clearing Document: Enter Document number to be cleared
Company Code: Enter Company code
Fiscal Year: Enter Fiscal Year

To review the items to be reset, click on “Items”

If you are sure you want to reset the cleared items, click on the green back arrow button
To review the accounts affected (customer accounts), click on “Accounts”

&

Press the Enter key or click the green checkmark icon to continue.

: .
Click on the SAVE Button to reset clearing

The Document’ s clearing reset has been reset.
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